	JOB DESCRIPTION/COMMITTEE          INDEX # III F 3

	JOB TITLE:   HISTORICAL COMMITTEE CHAIRPERSON 

	COMMITTEE RESPONSIBILITY:   HISTORICAL COMMITTEE

	ISSUE DATE:  9/94                    REVISION DATE: 5/95  /          /

	JOB REPORTS TO:   BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:


The Historical Committee Chairperson with/without benefit of a Committee will record and maintain the history of RMPANA.  The Historical Chairperson will be appointed by the President and will be a voting member of the Board of Directors. 

PREREQUISITES:


1.
Camera with flash.

SPECIFIC JOB DUTIES AND RESPONSIBILITIES:.

1.
Record activities and keep the component's photo album current 


2.
Take pictures of officers and committee chairpersons.


2.
Take pictures of and collect mementos from component gatherings, speakers, and ASPAN National Conference.


3.
Record current CPAN's and CAPA's periodically.  Take pictures of the CPAN's and CAPA's. 


4.
With Publication chairperson, assure that a copy of each issue of “Air Exchange” is saved for history.  


5.
Submit expenses to the Treasurer on the Expense Reimbursement/ 


Extended Funding form along with receipts.


6.
Turn over updated albums along with the Historical Chairperson’s P&P book to the new Chairperson or Current President when ending one’s term.

FORMS:  Goals/Projected Budget/Mid-year and Year-end Report

  Expense Reimbursement/Extended Funding Form

	REVIEWED
	8/99
	11/02
	9/04
	11/07
	11/10
	

	
	
	
	
	
	
	


HISCOM.R

