MLPAA Program Chair/ Vice Chair of MLPAA Board 

[ Directs MLPAA tactical activities during current season, especially as it pertains to Events for members.  Assists Chair as required in planning and executing long range MLPAA goals]

· Works directly with the MLPAA Chair 

· Has overall responsibility for all MLPAA program events and associated actions including planning, preparation, execution, after action, improvements etc. days: 

· With MLPAA Board, establish and coordinate Event Chairs 

· With MLPAA Board, coordinate event topic, venue selection 

· Select topic from Stakeholders Meeting survey plus other sources for 3 events plus any “rifle shot’ events 

· Schedule first event prior to new MLP class first meeting 

· Compiles results of event evaluation forms

· With MLPAA Board, coordinates with Logistics Chair 

· With MLPAA Board, coordinates Communications Chair 

· Serves as adhoc member of all Event committees 

· Attends each event to Co-Chair each event 

· Keeps the MLPAA Chair up-to-date 

· Attends all Board meetings and event planning meetings as required 

· Coordinates with Event Chairs on upcoming events 

· Represents MLPAA Chair and conducts Board meetings as required 

· Performs all other roles and responsibilities, as required 

MLPAA Event Director [for each event]
[Establishes the tactical planning for each designated MLPAA event as defined by the Membership and Board inputs]

· Establishes event planning committee from available MLPAA/MLP members. Committee members should consist of: 

·  Logistics Liaison [venue coordination and food/beverage vendor coordination] 

· Assistant event director to share overall coordination and event director backup 

· MLPAA Program Director is adhoc member 

· Additional members as available/desired to share workload 

· Event Director is responsible for the expense budget for the event. The Event Director is responsible for negotiating speaker honorariums (if necessary). The goal is to avoid honorariums. The Logistics Liaison is responsible for negotiating and managing logistics expenses: venue, food, and misc. expenses

· Uses member- requested topic lists plus other sources to select appropriate topics 

· Recruits speakers and event select format [panel, individual speaker, etc] 

· Works with Logistics Coordinator  to submit potential venues to David Patrick for Event and plan Event reception 

· Coordinates related non-profit exhibit participation at Event reception, if requested

· Coordinates thank you notes to co-sign with Board Chair 

· Coordinates thank you recognition gifts to speakers [$$?] 

· Coordinates with Communication Chair on all Event notices. Refer to the communications flow chart for process and use announcement templates

· Writes up a brief summary of the event (topics, speakers, key messages, etc.). Summary is sent to the Communications Chair for posting on the web site. 

· At the end of event, distributes and collects event feedback forms. Forms are submitted to the Program Chair.

MLPAA Logistics Chair
[Coordinates necessary planning and execution details of each Event to insure good membership attendance, especially, suitable locations, appropriate refreshments and Event environment] 

· Works with Program Director and each Event Director to plan events as defined by Event Committees 

· Establishes and chairs Logistics committee 

· Assigns Logistics Liaison to support each event. Responsibilities will include: 

· Signage (room location, sign ups, etc.)

· Seating chart, if necessary

· Special parking, if necessary

· Maintains records of programs, venues, vendors and terms of use 

· Seeks out new, interesting venues that will enhance Events 

· Coordinates with MLP Director in selection of venues 

· Coordinates event registration activities with Treasurer for Event attendance, venue set up and vendor planning 

  

MLPAA Communications Chair 

[Insures that all necessary communications are distributed to members in a thorough, timely fashion]

· Works directly with the MLPAA Chair on communications releases to MLPAA members 

· Coordinates with Program Director and Event Chairs for program/events communications. 

· Has overall responsibility for communicating all MLPAA program events and associated actions to include the following elements: 

· Event title, Location, Date, Speakers, Logistics information 

· Coordinates MLPAA requests on website changes with webmaster 

· Direct development of processes to improve MLPAA awareness, ease of joining organization, payment for membership or event guests. 

· Coordinate any suggested MLPAA membership “added value” website programs with webmaster 

· Coordinate with MLPAA Chairman on member submitted potential website postings 

· Provide processes for Volunteer organizations to identify potential candidates for board membership. 

· Recruits and work with Vice Chair, Communications Committee to achieve positions goals 

· Attends all Board meetings and appropriate event planning meetings 

· Performs all other roles and responsibilities, as required 

MLPAA Treasurer 

[Maintains control and historical records of all financial transactions that affect MLPAA members and accounts]  

· Works directly with the MLPAA Chair and Vice Chair 

· Coordinates with Event Chairs to provide attendees registration information for each event 

· Coordinates with MLP to provide MLPAA membership renewal and dues remittance 

· Insures that event attendees are recorded and guest registration fees are collected and remitted 

· Insures that event expenses are properly recorded and appropriate disbursements are made 

· Sets event budgets and update MLPAA board on event financial impact 

· Reports to MLPAA Board on financial conditions 

· Attends MLPAA Board meetings 

· Provides frequent event registration data to MLPAA officers and event chairs 

· Performs other roles and responsibilities as appropriate 

MLPAA Secretary 

[Accurately records detailed notes of all Board meeting actions and maintains organized, historical records of same]

· Take minutes at the meetings of the executive committee, regular board meetings and the business meeting of the Alumni Association 

· Provide minutes to the MLP Board, the Alumni Association board and other entities as directed by the Chairman 

· Keep all necessary records regarding attendance at board meetings and Association meetings 

· Handle any necessary correspondence on behalf of the Association (thank you notes, etc.) 

· Provide notice and/or reminders of Board meetings at least two weeks in advance of times and places to be designated by the Chairman 

· Conduct an annual review of the Bylaws and provide the Alumni Association board with any proposed changes 

· Archive committee reports and other pertinent information of the Association board 

· In conjunction with the Chairman, prepare agendas for board meetings and distribute to board members prior to meetings 
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