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Introduction

A. Purpose

The Louisiana Association of Student Financial Aid Administrators, Inc. (LASFAA, Inc.) Policies and
Procedures Manual has been designed to provide guidance, reference material, and historical continuity
for the LASFAA, Inc. executive officers and committee chairpersons. Each executive officer and
committee chairperson is responsible for knowing the content of the LASFAA, Inc. Policies and
Procedures Manual and providing changes and updates, applicable, to the First Vice President/President-
Elect. The First Vice President/President-Elect reviews for legality, consistency, and clarity, and makes
appropriate proposals for LASFAA, Inc. executive officers’ actions. Upon approval, the First Vice
President/President-Elect incorporates changes in the document, and electronic copies are distributed to
the executive officers and committee chairpersons.

The LASFAA, Inc. Policies and Procedures Manual is distributed by the First Vice President/President-
Elect at the beginning of the LASFAA, Inc. year and distributed to each new officer and committee
chairperson. The document should be stored electronically with the materials passed on by the executive
officers or committee chairpersons and other documents provided by the incoming executive officers. The
electronic document may contain information not incorporated into the LASFAA, Inc. Policies and
Procedures Manual that is unique to committee work.

B. Content

The LASFAA, Inc. Policies and Procedures Manual supplements the Articles of Incorporation and By-
Laws by:

B.1. Providing an overview of the association’s structure.
B.2. Describing the responsibilities of members in leadership positions.

B.3. Presenting the association’s approved operating policies and procedures.

C. Use

It is the responsibility of each executive officer and committee chairperson to:
C.1. Review the electronic version prior to council/committee meetings.

C.2.Keep the electronic version current by adding and removing material to and from the Google Drive
(e.g., executive officers’ lists, new organization operating policies or forms).

C.3. Pass his/her responsibilities on to the succeeding officer at or before the time the change occurs.
Board of Directors

A. Membership

A.l.Chairperson: President of Association

A.2.Members
A.2.a. President
A.2.b. Immediate Past-President

A2.c. First Vice President/President Elect
A.2.d. Second Vice President

A2e. Executive Secretary

A2f. Treasurer
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A2g9. All Delegates.

A.3.Tenure: Officers (i.e. A-E above) one year; Treasurer two years; Delegates two years.
B. Executive Committee of the Board

B.1.Purpose
This committee is charged with acting for the Board of Directors.

B.2.Duties
This committee will take emergency action in the absence of the Board. A simple majority of this
committee is necessary to conduct business.

B.3.Membership

B.3.a. Chairperson: President of the Board.

B.3.b. Members

B.3.b.1. Immediate Past President
B.3.b.2. President
B.3.b.3. First Vice President/President-Elect
B.3.b.4. Second Vice-President
B.3.b.5. Secretary
B.3.b.6. Treasurer
B.3.c. Tenure: One Year except Treasurer which is two years.

C. Meetings
C.1. One of the meetings will be held in conjunction with the association’s annual conference and will be
held at a time, which is most convenient for members. The time of this meeting will be the decision
of the President.

C.2. The President may choose to conduct meetings through use of conference calls.

C.3. Committee chairpersons shall be invited to meetings as determined by the President. Suggestions
may be made by members to the President.
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C.4. Notification of meetings shall be e-mailed to all members at least 30 days before the meeting.

C.5. The Parliamentary Procedures Summary is provided in the Appendix.
D. Meeting Agendas

D.1.Meeting agendas will be prepared and distributed. The President may perform this activity or in
cooperation with the Executive Secretary.

D.2.Regular reports are to be made by the Treasurer, standing committees, at the discretion of the
President, delegate to the Board of Directors, and by committee chairpersons. These reports will be
prepared a month in advance and uploaded to the Google Drive to the President so that they may
be included in the agenda.

E. Location of Meetings
Location of executive officers’ meetings will be determined by the President.

F. Meeting Minutes
Unofficial minutes will be distributed by the Executive Secretary within 14 days of the completion of the
meeting.

In December, the President and President Elect will have a planning call with new committee
appointments. President Elect should choose committee appointments prior to call.

G. Detailed Officer Descriptions
G.1.President
G.la Basic Functions and Responsibilities
The President acts as the chief executive officer of the association, present at all meetings of
the association and chairing all meetings of the executive officers.

G.1l.b. Characteristic Duties and Responsibilities

G.1h.1. Provides leadership and direction to all activities of the association, the executive
officers, and all committees and task forces of the association.

G.1b.2. Serves as the official representative of the association or delegates such

responsibility to another officer or other members as may be deemed necessary from time
to time.
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G.1hb.3. Serves as the official spokesperson for the association, determines the length of
floor debates, manner of voting, and agenda items. Appoints the meeting Parliamentarian.

G.1b.4. Attends the NASFAA Leadership Conference.
G.1.b5.
G.1.h.6. Appoints all committee chairpersons and task force chairpersons with the

exception of the vice chairpersons, and appoints committee members.
G.1b.7. Serves as an ex-officio member of all association committees and task forces.

G.1bs8. Attends all Southwest Association of Student Financial Aid Administrators
(SWASFAA) Board of Directors’ meetings to carry forth the feeling of LASFAA membership
and report back to LASFAA.

G.1b.9. Selects “LASFAA Man and Woman of the Year” recipients and “Committee of the
Year” recipients.

G.1.b.10. Selects the recipient of the “SWASFAA Rookie of the Year” (renamed the “Philo
Brasher Rookie of the Year Award”). Each year SWASFAA contributes $250 and LASFAA
contributes $250 for a $500 total scholarship award made to the school of the awardees.
An award will be given to the member who has been a LASFAA member for 1-5 years and
who has made a first significant contribution to LASFAA in the past 1-2 years. The name
shall be given to the SWASFAA President each November for awarding at the SWASFAA
Conference.

G.1.b.11. Selects the recipient of the “LASFAA Rookie of the Year”. This would be the same
person as the “SWASFAA Rookie of the Year”. This recipient would receive a plaque from
LASFAA in addition to their award from SWASFAA.

G.1b.12. Purchases $50 state gift to bring to SWASFAA Meeting. The SWASFAA meeting
would be the one immediately following becoming president.

G.lc. Length of Office
G.lc.l. The President shall serve for one (1) year. The passing of the gavel shall take
place at the Fall Conference and the position will commence at the beginning of the
membership year which is January 1*following the Fall Conference. The President will
then become Immediate Past-President the beginning of the next membership year.
G.2.First Vice President/President-Elect
G.2a Basic Functions and Responsibilities
The First Vice President/President-Elect is an officer of the association and shall perform the
duties of the President in the event of absence or incapacity of the President to serve and shall
perform such duties as are assigned by the President.

G.2.b. Characteristic Duties and Responsibilities

G.2.b.1. Provides assistance to the President of the association in any areas as
requested.
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G.2.b.2. Updates the Policies and Procedures Manual.

G.2.b.3. Plans retreat and Essential Leaders in Training Emerging Institute prior to the
Fall Conference.

G.2.b.4. Appoints the vice chairs of committees, as necessary.
G.2.b5. Serves as Chair of the Finance Committee.
G.2.h.6. Serves as chair of the Upper Management Committee when the Past President

has to serve two (2) consecutive terms.
G.2.c. Length of Office

G.3.The First Vice President/President-Elect shall serve for one (1) year and will commence the
position at the beginning of the membership year which is January 1°'following the Fall
Conference. The First Vice President/President-Elect will then become President the
beginning of the next membership yearSecond Vice President

G.3a Basic Functions and Responsibilities
G3al The Second Vice President is an officer of the association and shall perform the
duties of the President in the event of absence or incapacity of the President and First Vice
President/President-Elect to serve and shall perform such duties as assigned by the
President.

G.3.b. Characteristic Duties and Responsibilities
G.3.b.1. Chairs the annual Spring Conference Program. (see Sect. Il M. for specific
duties) Spring Conference will be a one (1) day conference. Works with Spring Site Chair
and Training Committee Chair to coordinate the conference and boot camp. May request
a session on diversity awareness/professional development topics.

G.3.b.2. Assists the First Vice President/President-Elect.

G.3.c. Length of Office

G.3.c.l. The Second Vice President shall serve for one (1) year and will commence the
position at the beginning of the membership year which is January 1* following the Fall
Conference.

G.4.Executive Secretary
G.4.a. Basic Functions and Responsibilities

G.4al. Develops conference business meeting, board meeting, and distributes them to
the executive officers within 30 days of the meeting.

G.4.az2. Set up any conference call meetings through appropriate channels
G.4.a3. Coordinates requests for stationery.
G.4.ad4. Functions may be combined with the Treasurer.
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G.4.ab5. Performs other functions as assigned by the President.

G4.b. Length of Office
G.4.b.1. Appointed by the President for one (1) year commencing at the beginning of the
membership year which is January 1*following the Fall Conference. This position may be
changed by resignation or by action of the association.
G.5.Treasurer

G5a Basic Functions and Responsibilities

G.bal. The Treasurer is an officer of the association and shall be responsible for
developing, distributing, and maintaining the financial records of the association. The
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Treasurer shall be ready whenever required to give the association any funds and
financial records as demanded by officials.

G.5.az2. A report should be presented at the Spring and Fall Business Meetings.

G.5.a3. Functions may be combined with the Executive Secretary.

G.5.a4. A stipend of $100 per month will be paid to the Treasurer. The President shall
sign this check.

G.5.a.5. Must attend the NASFAA Leadership Conference at least once during the term
of service.

G.5.b. Characteristic Duties and Responsibilities

G.5.b.1. Receives and disburses monies of the association.

G.5.b.2. Maintains adequate and appropriate records of all transactions.

G.5.b.3. Is responsible for the proper and timely filing of all reports to the association.

G.5.b.4. Assists with the formulation of financial policies.

G.5.b.5. Annually submits all financial records to, and cooperates with, auditors.

G.5.b.6. Performs other functions as assigned by the President.

G.5.b.7. Serves as an officer of the association.

G.5.c. Length of Office

G.5.c.l. The Treasurer is an appointed position and shall serve two (2) years.
Consecutive terms are allowed if approved by the board.

G.6.Delegates-at-Large
G.6.a. Basic Functions and Responsibilities

G.6.a.l. Serve as association representative who will serve on the board of directors and
vote on issues and concerns being presented before the Executive Board.

G.6.a.2. Participate in Executive Board meetings and activities, and will contribute to the
formulation of LASFAA policies, procedures, and practices.

G.6.a3. Submits an electronic via google docs report at each board meeting of updates,
issues, concerns associated with the system in which the Delegate represents.
G.6.a4. There will be five (5) positions, which will represent: LSU System, University of

Louisiana System, LAICU & Proprietary System, Southern System, Louisiana Community
and Technical College System.

G.6.b. Length of Office
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G.6.b.1. The Delegates-at-Large shall serve for two (2) consecutive years and will
commence
at the beginning of the membership year which is January 1* following the Fall
Conference. If a delegate fails to complete a term, the President shall appoint a
replacement for that position.

G.6.c. Three (3) positions were appointed initially during the 1999 — 2000 year and four (4)
additional positions added during 2000-2001 year. Each position will follow the nomination and
election procedures beginning the 2001 — 2002 year. One additional position was added for the
2003-2004 year for the graduate/professional schools.

G.6.d. The Election of the Delegates at Large will take place using the following format:

G.6.d.1. Louisiana State University System Election during odd year
G.6.d.2. University of Louisiana System Election during odd year
G.6.d.3. LAICU System/Proprietary Schools Election during odd year
G.6.d.4. Southern System Election during even year
G.6.d.5. LA Community & Technical College System Election during even year

G.7.Immediate Past President
G.7.a Basic Functions and Responsibilities

G.7.a.l. Assists the Executive Board and officers with administrative responsibilities as
stated in the By-Laws (Article Il, Paragraph 1).

G.7.a.2. Arranges and Conducts Upper Management Meetings to be held at Spring
conference. In the case whereby the Immediate Past President has to serve a second
term, he/she does not have to chair the Upper Management Meeting. This will become the
responsibility of the PresidentElect.

G.7a3. Chairs the LASFAA Mildred D. Higgins High School Scholarship Program.
G.7.a4. Chairs the Nominations and Awards Committee.
G.7.a5. Responsible for archiving LASFAA’s pertinent information.

G.7.b. Length of Office

G.7.b.1. The Immediate Past President shall serve for one (1) year and will commence
the position at the beginning of the membership year which is January 1 following the Fall
Conference.

1. Committees- committee chairs are members of the LASFAA Board.
All committee chairs are appointed by the President. The committee chairs/members should review their own
purpose and duties as well as the entire Policies & Procedures Manual to be familiar with all policies and
responsibilities.

A. Cost of Attendance Committee
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A.l.Purpose
Determines the annual cost of attendance budget which can be used by the members of the
association to determine student eligibility for Title IV programs.
A.2.Duties
A2a. Researches the U. S. Department of Education requirements, the U. S. Department of
Labor-Bureau of Labor Statistics, and the Consumer Price Index to determine the percent of
increase in the cost of living.

A.2.b. Finalizes all elements for the cost of attendance.

Az2.cC. Make recommendations and approval to membership at Spring Business Meeting.
Association members vote for approval or denial at the spring business meeting.

A2.d. Makes recommendations to membership at Spring Business Meeting. Copies of the Cost
of Attendance budget will be made available to all LASFAA members at the annual Fall
conference.

Ale. Collect cost of attendance from all Louisiana schools to develop “Guide to College Costs
for Louisiana Schools” brochure that is placed on the website. (no longer receive printed
copies.)

A2f. Send update to LASFAA web page to include cost brochure and cost of attendance

budgets each year. Monitor the web page to ensure the updated information is correct.

A2.4. Emails a Committee Report for each board meeting. All reports will be uploaded to
Google Drive. .

B. Diversity Awareness/Professional Development Committee
B.1.Purpose

Coordinates an interest session during each conference which provides for a discussion of issues
affecting financial aid professionals. Addresses diversity awareness issues confronting our

members.
B.2.Duties
B.2.a. Addresses sensitivity issues in working with students.
B.2.b. Coordinate with conference programs committee to host a session on diversity

awareness/professional development topics at the annual Fall Conference. The Spring Program
chairman may request a session for the Spring Conference.
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B.2.c. Addresses and recommends to the President any concerns (if any) the committee sees
fit.

B.2.d. Encourages discussion on any concerns that may be of group interests.

B.2.e. Email a Committee Report for each board meeting.. All reports will be uploaded to
Google Drive.

C. Fall Conference Program Committee

C.1.Purpose
Designs the program for the Fall Conference that would meet the professional needs of the
LASFAA membership.
C.2.Duties
C.2a Follows through with the program arrangements necessary to conduct the annual
conference.
C.2b. Design a program for the annual LASFAA Conference which accommodates the needs

of the various significant components of the financial aid profession and presents its proposals
to the LASFAA President for further review and suggestions.

C.2c. Schedules a session on diversity awareness/professional development topics at the
annual Fall Conference.

c.2.d. Work closely with the Site Committee for the annual conference to insure that the fall
conference will provide the appropriate accommodations for the programs agenda.

C.2e. Work closely with the Exhibitor Liaison to ensure that the needs of the vendors will be
provided.
C.2f. Prepares and recommends to the President a budget which will adequately cover all of

the costs associated to plan, implement, and conclude the program for the annual conference.
C.24g. Brings to the attention of the President other items of importance.
C.2.h. Solicits committee requests if they want to conduct a session at the Fall Conference.
C.2.. Specific duties to be performed are:

C.2.i.1 Printing of program

C.2i.2. Scheduling of speakers

C.2i.3. Obtain contracts from speakers prior to booking the speakers for the conference.
A “Speaker’s Contract” is required if the speaker will charge LASFAA a fee. Another
contract is required for speakers to specify equipment needs. (See Appendix VII for
Speaker’s Contract)

C.2.i4. Assigning moderators
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C.2.i.5. Determine topics of program/sessions

C.2.i.6. Determine times of each event

C.2.i.7. Determine theme of conference

C.2i8. Notifying site committee who speakers will be for nametag purposes

C.2.i.9. Coordinates with Treasurer before registration forms are printed to determine
cost, deadlines to pay, how to pay, late fees, etc.

C.2.i.10. Coordinates all pre-conference postings to the website. Conference information

and forms should be posted to the website (registration form, developed by Site
Committee, Federal Update Question Sheet, Financial Aid Awareness Committee Project
flyer, hotel information, Hospitality Flyer, Social and Welcome Center Flyers, hotel
directions, tentative agenda, and letter from program chair)

C.2.i.11. Social event to be determined with the site committee
C.2.i.12. Develop evaluation forms
C.2.i.13. Gather questions for ED update if necessary
C.2.i.14. Written communication of audio/visual equipment needs for speakers to Site
Committee
C.2.i.15. Collection of door prizes
C.2j. Email a Committee Report for each board meeting. All reports will be uploaded to

Google Drive.

C.2k. LASFAA is not responsible for any lost, stolen, or damaged personal equipment being
used at the LASFAA conference.

D. Fall Conference Site Committee

D.1.Purpose
Coordinates local arrangements for the fall conference.

D.2.Duties
D.2a. Makes hotel room arrangements for the activities and events for the Fall Conference.
D.2.b. Chairperson serves on the Site Selection Committee.
D.2.c. Brings to the attention of the executive officers any changes or other items of
importance.
D.2.d. Specific duties performed are:
D.2.d.1. Meals during conference
D.2.d.2. Room accommodations for conference attendees, general sessions, breakfast
sessions, etc.
D.2.d.3. Food for breaks
D.2.d.4. All equipment needs
D.2.d.5. Goody bags
D.2.d.6. Door prizes (collection and awarding at conference)
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D.2.d.7. Decorations

D.2.d.8. Centerpieces

D.2.d.9. Preparation of name tags

D.2.d.10. Ribbons for Officers, Committee Moderators, Committee Members, Presenters,
SWASFAA Officers

D.2.d.11. Board meeting arrangements

D.2.d.12. Social event to be determined with the fall program committee

D.2.d.13. Registration

D.2.d.14. Distribution and collection of evaluation forms

D.2.d.15. Conference gift (T-shirt, bag, etc.); if budget allows

D.2.d.16. Coordinate with Financial Aid Awareness Committee for community project

including labels if necessary
D.2.d.17. Prepares Budget

D.2e. The Exhibitor Liaison will serve under the Site Committee to ensure that the needs of
vendors are provided. Duties of the Exhibitor Liaison include: (The following were moved from
Corporate Sponsorship Committee. Some were revised.)

D.2.el. Act as a liaison between all vendors and the association.

D.2.e2. Communicate with exhibitors on application deadlines.

D.2.e3. Encourage vendor participation in LASFAA activities.

D.2e4. Provide appropriate recognition and thanks for vendors supporting the
association and its activities.

D.2.e5. Help vendors set up before and after all conferences/events.

D.2.e.6. Provides input to the Fall Conference Program and Site Committees on vendor
needs.

D.2e7. Email a report for each board meeting. All reports will be uploaded in Google
Drive.

D.2f. Develop summary sheet after each fall conference to include number of rooms,

participants, attendance, etc. To use from year to year to assist in conference planning. Work
with Treasurer each year to gather appropriate information.

E. Finance Committee

1. Purpose
The purpose of this committee is to ensure the association conducts its operations in an
economical, efficient, and financially sound manner. This committee is charged with reviewing the
ledgers, financial statements and other financial records of the association for accuracy and
completeness. The Finance Committee will determine all policy and procedure that relate to
financial matters. Final approval will be made by the LASFAA Board of Directors.

2. Duties
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a. Develop and implement a system of internal financial and accounting controls for the
association. The Association will adopt the use of Quick Books for the Web as its financial
accounting system.
b. The Finance Committee Chair, the President and Treasurer shall review the association’s
financial records at least quarterly.
c. Assist the Treasurer with policy issues pertaining to accounting procedures, budget and
reviews.
d. Ensure that an annual review is conducted of the financial records.
Review and/or make recommendations on the association’s fiscal operations or review the
Treasurer’s report and recommend its acceptance or other appropriate action.
Review all committee recommendations with fiscal implications.
Review all contracts which obligate the association for long-term commitments.
Quickbooks
Other duties as assigned by the President.

@

moQ M

3. Membership
Chairperson: First Vice President/President-elect
Members: President, 2" Vice President, Treasurer, Past-President,
Secretary, Chair of Long-Range Planning and other appointees by the
President.
F. Financial Aid Awareness Committee

A.l. Purpose
Suggests ideas to provide information to students and families regarding financial aid opportunities.

A.2. Duties

A2.a. Determines estimated and possible sources of necessary to carry through on ideas.

A2.b. Follows up on ideas that are approved and accepted by the LASFAA Executive Board.
A.2.c Post the Guide to College Costs for Louisiana Schools to the LASFAA website in
January of each year.
A2.d. Coordinates the community service project for the fall conference.
Az2.e. Responsible for any fund raising activities for LASFAA Scholarship Program.
A2f. Email a Committee Report for each board meeting. All Docs. reports will be uploaded in
Google

G. Legislative Advocacy Committee/Association Governance

A.l. Purpose
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To monitor legislative activity on a state and national level when financial aid programs are
involved.

A.2. Duties

A2a. Keeps the Executive Board informed of legislative activity and how the action will affect
students and the profession.

A.2.b. Organizes letter writing or phone campaigns when contact needs to be made with
legislators. All public institutions cannot voice their opinions without prior approval from the
Board of Regents. LAICU issues can be voiced publicly.

A2.c. Work with regional association on state’s views when requested.

A2.d. Addresses and recommends to the President any concerns (if any) when the committee
sees fit.

Az2.e. Evaluate and assist in the updating and revising of LASFAA policy and procedure
manual.

A2f. Email a Committee Report for each board meeting. All reports will be

uploaded to Google Docs.
H. Long-Range Planning Committee
Al Purpose

To do a complete overview and evaluation of LASFAA. If necessary, develop a mission statement
(this may have been addressed in the Articles of Incorporation).

A.2. Duties
A.2.a. Addresses current issues and their affect on the association.
A2.b. Reviews the financial stability of the association and makes necessary

recommendations for its continued growth.

A2.cC. Assesses training opportunities (if there is sufficient training available and/or provided to
LASFAA members).

A2.d. Assesses if all segments of the membership are represented (North, South, East, and
West - geographically, racially, and by different schools - private, state, proprietary, and
vocational/technical).

Ale. Reviews and suggests changes to LASFAA Policies and Procedures.

A2f. Reviews By-Laws and Constitution and advises President of recommended changes.
A2.4. Develops a long-range plan for the association.

A.2.h. Reviews the Articles of Incorporation and ensures compliance.

Revised October 2019



18

POLICIES AND PROCEDURES MANUAL
Louisiana Association of Student Financial Aid Administrators, Incorporated

A2 Email a Committee Report for each board meeting . All reports should be uploaded
to Google Docs.

I. Membership Committee/Mentoring
A.l. Purpose
Ensures the continued satisfaction of current members and, identifies and recruits new

members.

A.2. Duties
A2a. Encourages membership by institutions in LASFAA.

A.2.b. Introduces activities to encourage participation by neophyte financial aid administrators.

A2.c. Coordinates the compilation of the on-line Membership Directory.

A.2.d. Provides the Membership Report at the annual conference Business Meeting.

A2le. Keeps track of all name/address changes of LASFAA members.

A2f. Email a Committee Report for each board meeting. All reports should be uploaded in
Google Docs.

J. LASFAA’s mentor/protégé program provides interested members an opportunity to connect with other

LASFAA members one-on-one and/or in small groups. This program will focus on the development of
professional relationships by pairing experienced mentors with protégés based on a mutual interest in
specific areas of the financial aid process. This is a learning and development partnership between an
experienced financial aid professional and someone open to growing in the financial aid profession. This
program is not meant to replace training, management or leadership within the protégé’s office. The
purpose of the mentorship program is: « to foster meaningful relationships amongst LASFAA members
promote engagement and participation in the association * enhance the learning experience within the
financial aid profession

J.1. Any LASFAA member may participate as a mentor, protégé, or both

J.2.

A240.

K. Nominations and Awards Committee

A.l. Purpose
Solicits nominees for LASFAA offices and awards, recommends a slate of candidates to the Board
of
Directors, conducts the election of officers, and encourages LASFAA members to participate in
SWASFAA and the National Association of Student Financial Aid Administrators (NASFAA) election
processes. Chaired by the Immediate Past President. (See Appendix IV for guidelines regarding
nominations.)

A.2. Duties
A2a. Prepares a slate of candidates for annual officer elections.
A.2.b. On the requests of the President, nominates members for “LASFAA’s Man, Woman,
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Associate and Rookie of the Year and Committee of the Year.”
A.2.c. Conducts a fair LASFAA nominations and election process. (See voting procedures under
Section V Miscellaneous Policies and Procedures)

A.2.d. Encourages LASFAA members to run for offices and fully participates in the LASFAA
elections process.

A2e. Assists the current LASFAA President with determining other types of awards for LASFAA

members.
A.2f. Schedules and supervises the LASFAA election process.
A2g0. Coordinates with fall site chairperson to collect years of service on fall registration form to

use this information for recognition awards.

A.2.h. Brings to the attention of the President, suitable nominations for SWASFAA awards, e.g.,
recognition of “Distinguished Service,” “Twenty Years of Service,” “Twenty-Five Years of
Service,” “Retirement,” and “Recognition Awards”. Years of service is defined as: Years of
service in the financial aid profession as full membership. Membership will be recognized 20
years — 50 years in 4 year increments.

A2.. Email a Committee Report for each board meeting. All reports should be uploaded to
Google Docs.

Note: If the Chair of the Nomination and Elections Committee, who is the Immediate Past President,
wants to run for a position, the Immediate Past President must resign as Chair of the Nomination and
Elections Committee and that position would be passed on to one of the committee members. The
Chair or members of the Nominations and Elections Committee cannot run for office and Chair the
Nomination or be a member of the committee at the same time.

A.3. Archives Policy

A3a Records should be sent to the archivist on an annual basis or throughout a given year if
possible. These records should include all brochures related to training and/or the annual
conference, newsletter, photographs, and any other reports the individual may feel would be
archival material. If the individual is not sure whether the material is worth keeping, it should be
sent and the Archives Committee will decide.

A3.b. The chairperson of the Archives Committee, with assistance from the committee
members, will review the records and determine which materials should be maintained on a
permanent basis.

L. Publication Committee

1.

Purpose

To provide a newsletter to the membership two (2) or three (3) times annually. Articles of interests
and concerns will be solicited and/or contributed from the association and other entities in order
to provide information and knowledge. Costs associated with the publication are covered through
advertisements in the newsletter.

Duties
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Ala. To work, organize, and develop newsletter.

A.lb. Work with Technology/Automation Committee to put newsletter on LASFAA
website.

Alc. The newsletter should be published four times a year: Spring,

Summer, Fall, Winter.
Ald. Email a Committee Report for each board meeting. All reports should be
uploaded to Google Docs.
M. Site Selection Committee
1. Purpose
This committee is responsible for identifying and recommending appropriate sites for the annual
conferences and possible other events hosted by LASFAA.

2. Duties

a. Notifies the association whose turn it is to host an annual conference according to the
established rotation schedule.

b. Examines hotels and/or facilities within the selected host city and prepares information on
potential in-state locations for final determination by the Board.

¢. Negotiates the best possible contract with the selected hotel and/or facility to insure adequate
room blocks and meeting space. LASFAA President is responsible for approving and executing
all contracts on behalf of LASFAA.

d. Maintains the committee spreadsheet that is to include but not limited to copies of all contracts
signed for conferences, meetings, etc.This should be uploaded electronically.

e. Works closely with conference chairs to insure the hotel/facility meet the needs of the
association.

3. Membership

a. Chairperson: Appointed by the President. Person should be well acquainted with LASFAA
conferences and activities.

b. Members: Comprised of membership from different regions of the state.
N. Spring Conference Program Committee (moved from Appendix Il)

N.1.  Purpose
Coordinates the program for the Spring Conference.
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N.2. Duties
This committee is chaired by the Second Vice President

N.2.a. Develops an agenda (may use survey used at previous Fall Conference).

N.2.b. Contacts speakers and arranges for theiraccommaodations.

N.2.c. Designs and prints programs.

N.2.d. Works with Site and Exhibitor Liaison for planning rooms, meals, and breaks.

N.2.e. Develops registration materials(labels available from Membership Committee chair).
N.2.f. Decides on conference registration fee with input from Executive Board.

N.2.9. Responsible for name tags.

N.2.h. Works with the Treasurer at on-site registration.

N.2.i. Develops an Evaluation Form for post-conference comments.

O. Spring Conference Site Committee

1. Purpose
Coordinates local arrangements for the Spring conference.

2. Duties

Ala. Works with Second Vice President and Spring Site Chair to provide the Association with
an informative Spring Conference.

A.lb. Makes hotel room arrangements for the activities and events for the Spring Conference.
Alc. Brings to the attention of the executive officers any changes or other items of
importance.
A.ld. Specific duties performed are:
Ald.l Meals during conference
Aldz2. Room accommodations for conference attendees, general sessions, breakfast
sessions, etc.
Ald3. Food for breaks
Al.dA4. All equipment needs
A.l.d.5. Goody bags
A.1.d.6. Door prizes (collection and awarding at conference)
Ald.7. Decorations
A.1.d8. Centerpieces
Al.d.9. Preparation of name tags
A.1.d.10. Ribbons for Officers, Committee Moderators, Committee Members, Presenters,
SWASFAA Officers
Ald.11. Board meeting arrangements
A.ld.12. Social event to be determined with the fall program committee
A.1.d.13. Registration
A.l.d.14. Distribution and collection of evaluation forms

A.1.d.15. Conference gift (T-shirt, bag, etc.), if budget allows
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A.1.d.16. Coordinate with Financial Aid Awareness Committee for community project
including labels if necessary

Ale. Email Committee Report for each board meeting. All reports should be uploaded in
Google Docs.

Alf. Serves as a member of the Site Selection Committee.

Aldg. The Exhibitor Liaison will serve under the Spring Site Committee to ensure that the needs

of vendors are provided. Duties of the Exhibitor Liaison include: (The following were moved
from Corporate 