VHPA LEADERSHIP J0OB DESCRIPTIONS

The following job descriptions for various VHPA leadership positions were
przpared for Executive Council review and approval on 1 June 1991.
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JOB DESCRIPTION - DATA BASE COMMITTEE CHAIRMAN

as32 Committa2e Chairman i3 ra2sponsibla to managa and exacute tne
S charter. The YHPA Executive Council defines the Data Base
charter as follows:

1.) To serve as the focal point for ideas and programs to further the
objectives 0f VHPA Dy the use of data. tata in tnis context means
information of the following nature:

-Membership and potential membership (such as name, mailing address,
phone numbers, flight class, dates and unit for tours in Southeast Asia,
and current occupation)

-Deceased individuals that once flew helicopters in Southeast Asia
(such as name, flight class, dates and units for tours, date and cause of
death, and Vietnam War Memorial Wall coordinates).

-The radio callsigns used by Southeast Asian helicopter units during
the Vietnam war era (such as callsign, unit, years the callsign was used
and locations where the callsign was used).

-Helicopter unit and flight school class rosters {(such as name, rank,
document description, unit or class name).

-Attendance records for VHPA reunions (such as name, VHPA member
number, home address and wife's /friend's name).

Data specifically excluded from this context would be information related
to VHPA financial activities and to VHPA Executive Council activities.

2.) To use dBASE IIIl as the standard data base management software for
VHPA. To protect a common field, namely- DIRSORT, so that all VHPA
personnel data bases can be merged as necessary.

3.) To be completely responsible for the maintenance of the DEADKIA
(deceased helicopter pilots) and CALLSIGN data bases plus other data bases
as jointly agreed to by the Committee Chairman and the Secretary/Treasurer:

4.) To audit the coding of specific fields within the VMEMBER data base
maintained by the VHPA management Company (PAI); specifically, the
DIRSORT, CLASS, and tour of duty fields. This is done by reviewing the
various forms submitted by members and potential members against the codz-
data enterad by the PAI staff; then reporting discrepancies to PAI for
correction. Should PAI not follow the Committee's instructions, then thz
Committee is to notify the Secretary/Treasurer or the Prasident will
follow up with the management company as necessary.

5.) To prepare and submit to the VHPA Secretary/Treasurer quarterly
status reports covering Committee activities.




6.) To submit budget reguests when funds are nesaded to tha YHYPA
Secretary/Treasurer and insure the Committee's activities remain within
the allocated budget. Such requests can take the form of an annual budget
if the Committee Chairman desires.

7.) To recruit additional VHPA members to serve on the fommittas at the
discretion of the Committee Chairman.

8.) To establish a new VHPA data base(s) for helicopter flight class
rosters and for aviation unit rosters or orders.

In addition to the Committee's charter activities, the Committee Chairman
and the Committee member(s) responsible for the DEADKIA and CALLSIGN
databases also serves as a member of the Directory Committee.



JOB DESCRIDTIAN - DIRICTARY LAMMITTIT THATAIMAY

IS

The Directory Committee Chairman is the Directory Editor and is
responsible for the production and distribution of the Directory for the
Association. The current YHPA Managament Company {(PAI) contract calls for
PAT scaffers to perfora wost of tne production and distrioution functions.
Additional guidelines and schedules that relate to the Directory Editor
are found in the main body of the current PAI contract and in Appendix G
of the VHPA Standing Operating Procedures. The Directory Editor's primary
duties are to screen, select and edit the materials for and the layout
offered by PAI.

The Committee Chairman can use his own discretion to select other VHPA
members and PAI staff members to serve on his committee and to be
Assistant Editors. Currently, the Data Base Committee Chairman and
Committee member(s) responsible for the DEADKIA and CALLSIGNS databases
also serve as a member of the Directory Committee.

The Committee Chairman will submit all requests for fund expenditures to
the Executive Council and gain their approvel prior *to ary expenditure.
Such requests can take the form of an annual budget if the Committee
Chairman desires.

The annual "cutoff date" for including material for the Directory will be
August 15th unless otherwise directed by the Executive Council. The
Committee Chairman is responsible for the gathering of all Directory
related materials and for editing them for publication.

Within two months after the Directory is mailed to the general membership,
the Committee Chairman will provide the Secretary/Treasurer with a
"lessons learned-after action" report concerning the product of the past
directory. This report must include a Directory financial statement or
budget reconciliation. .



vietnam Helicopter Pllots Asscciation
JOB DESCRIPTION - HISTORICAL (VHPA) COMMITTEE CHAIRMAN

The Historical (VHPA) Committee Chairman is responsible for the
maintenance, preservation and distribution of materials relevant
to the history of the Assocliation. '"The History Of The VHPA"
will contain an annual summary for each year. Each summary will
be from 3 to 5 pages in length and contain the names of all
individuals holding leadership positions plus a description of
the major VHPA events hela during the year.

The Historical (VHPA) Committee and the materials under its
stewardship will be a resource available to other VHPA
organizations.

The Committee Chairman can use his own discretion to select
other VHPA members to serve on this Committee.

The Committee Chairman will submit all requests for fund
expenditures to the Executive Council and gain their approval
prior to any expenditure. Such requests can take the form of an
annual budget if the Committee Chairman desires.

The Committee is encouraged to establish and man a display of its

materials at the Reunicns sc these are available to the VHPA
membership.

Approved by the Executive Council on May 14, 1989.
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Vietnam Hellccpter Pilots Asscclatlon
JOB DESCRIPTION - HISTORICAL (VIETNAM ERA) COMMITTEE CHAIRMAN

The Historical (Vietnam Era) Committee Chairman is responsible to
manage and exacute the committee's charter. The VHPA Executive
Ccuncil defines the Histcrical (7i=2tnam Era) Committee charter as
follows:

1.) To arouse and develcp increased interest in and an improved
understanding cf the history of the hellicopters, heliccpter
pilots, and helicopter operations that tock place in Southeast
Asia during the Vietnam Era.

2.) To remain alert for new sources of information and to
maintain an updated catalog of known organizations and
individuals with information and materials of historic interest
including: museums, archives, libraries, publications, and
aircraft storage and/or salvage yards.

3.) To be the focal point for requests from individuals or
organizations for historical information from VHPA. To assist
and advise VHPA members and approved researchers concerning
research, preparing lectures, papers, publications, museum
displays, films or other activities that require historical
xnowladge or the use of historic materials.

4.) To recommend to the Executive Council which historic project
should be endorsed by VHPA.

5.) To provide a resource for other VHPA organizations that
require historical material and/or assistance with historical
research.

6.) To provide input to Reunion Committees for historic related
Reunion activities such as memorabilia rooms.

7.) To remain current as to the membership's desires for the
collection, preservation, presentation, and distribution of
historical information including: unit histories, aircraft
histories, pilot biographies, and the preservation of historic
locaticns, aircraft, and records.

8.) To coordinate any VHPA input for historical accuracy
ceonnected with museum displays, publicaticns, and film
pres

esentaticns.
3., Tc develcp an cral history pragram as an adiunct Lo the
“raditicnal written one.

) To prepare and submit to the President gquarterlwv status
ering Committee's activities.



I1.) To submit budget requests when funds are needed to the
President and insure the Committee's activities remain within the
allocated budget. Such requests can take the form of an annual
budget if the Committee Chairman desires.

12.) To recruit additional VHPA members to serve on the Committee
at the discreticn of the Committee Chairman.

Approved by the Executive Council on May 14, 1989.
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Vietnam Helicopter Pilots Association
JOB DESCRIPTION - MEMBERSHIP COMMITTEE CHAIRMAN

The Memkership Committee Chairman 15 responsidbl2 tc manage and
execute the committee's charter. The VHPA Executive Council
defines the Membership Committee's charter as follows:

serve as the focal pecint for ideas and programs to
r2ase and to preserve active nmempership in VHPA. The term
"active member" in this case means a regular VHPA member who's
S are current.

2.) To work with the staff of the VHPA Management Company (VMC)
to develop and to maintain a VHPA prospective member packet.
This packet will be sent to individuals who contact VHPA and
request additional information concerning membership.

3.) To prepare and submit to the President quarterly status
reports covering Committee's activities.

4.) To submit budget requests when funds are needed to the
President and insure the Committee's activities remain within the
allocated budget. Such requests can take the form of an annual
budget if the Committee Chairman desires.

5.) To recruit additicnal VHPA members toc serve on the Committee
at the discreticn of the Committee Chairman.

Approved by the Executive Council on May 14, 1989.
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J0B DESCRIPTION - NEWSLETTER COMMITTIZ (4a11243)Y

The nawslatier fommittee Chairman is the MNewslattar Zdi*gr and is
responsihla for the production and distribution of the Newslettar for the
Association. Tn2 current YHPA Managament Company (PAI} coantract calls f5r
PAT staffars fy perforn gast of fne aroduccian ani Gist.oiznutinan fFunctians

Additional guidelines and schedules that relate to the Newsletter Edito
are found in the main body of the current PAI contract and in Appendix
of the VHPA Standing Operating Procedures. The Newsletter Editor's
primary duties are to screen, select and edit the materials for and the
layout offered by PAI.
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The Committee Chairman can use his own discretion to select other VHPA
members and PAI staff members to serve on this committee and to be
Assistant Editors.

The Committee Chairman will submit all requests for fund expenditures to
the Executive Council via the President and gain their approval prior to
any expenditures. Such requests can take the form of an annual budget if
the Committee Chairman desires.

The Committee Chairman is encouraged to provide council to the Executive

Council concerning matters related to the Newsletter and/or the Newsletter
portions of the PAI contract.
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vietnam Helicopter rilolsos ASS0Cldoli0l
JOB DESCRIPTION - PUBLIC RELATIONS COMMITTEE CHAIRMAN

The Public Relations Committee Chairman is’the Public Relations
officer for the Asscciation.

The Committee Chairman can use his own discretion to select
other VHPA memkers to serve on this Committee. The use of
individuals and crganizations outside of VHPA must have prior
approvel from Loz Presildeant.

The Committee Chairman will submit all requests for fund
expenditures to the Executive Council and gain their approval
prior to any expenditure. Such requests can take the form of an
annual budget if the Committee Chairman desires.

The Committee Chairman works with the President, Executive
Director, and the VHPA Management Company (VMC) to increase
public awareness of the VHPA and its activities. He insures that
all public statements and information releases state the
objectives of VHPA and assure that only positive perceptions can
be formulated.

The Committee Chairman is respcnsible for writing, producing, and
disseminating an up-to-date press release for major VHPA events
and to assist the management company and the membership in
publicizing VHPA, its goals and its activities. This will
include printed materials for the print media as well as video
and audio tape for the electronic media.

The Committee Chairman will advice the Reunion Committee Chairman
and/or the President as to the need for and the use of "photo
opportunities" and generally assure that the best possible public
relations is obtained within *he constraints of the Reunion
schedule.

Approved by the Executive Council on May 14, 1989.



Vietnam Helicopter Pilots Assocliatiocn
JOB DESCRIPTION - REUNION COMMITTEE CHAIRMAN

The Reunion Committee Chairman shall plan and cccrdinate Reunion
activitles in the best interest of VHPA, utilizing previous
experience and data as a basis for his planning. He has the
fcllowing duties:

Coordinate the desires of the Executive Council., especlallvy
rresident Zor th2 Reunion activities.
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2.) Appoint a Reunion Committee as soon as possible and
ccordinate all activities with such committee.

3.) Obtain all information available from past Reunions, verbal
and documented.

4.) Compile a budget based upon past Reunion statistics and
projected attendance.

5.) Utilize the Reunion check list.

6.) Negotiate airline and hotel contracts, obtain proposals and
present to the President.

7.) Update the Executive Council with all Reunion information.

8.) Coordinate with the VHPA Management Company (VMC) concerning
registration mechanics.

9.) Provide the Executive Council an after Reunion follow-up
action report.

Since each Reunion has a Reunion Committee Chairman, there can Lbe

more than one Reunion Committee Chairman serving in VHPA at any
one given time.

Approved by the Executive Council con May 14, 1989.
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VHPA Reunion Chairman Check List

Airline Contract 43.
Awards 44.
Advercisement 15.
Zusiness Meetling Agenda 46.
rinted 47.
2anqguet Agerda 43.
uncolisn Space Regulirements
st Sneakers 49
zanner for fFlayg

Jomp room Asslgnments 50.
Child Care 51.
Give-a-way Item 52.
Hotel Contract 53.
Dress Requirements 54.
Budget

Entertainment (Band, DJ, etc.)
Outside Activity Options (Bad

Flag for Banquet
fter Reunion Report

Ladies' Gathering
Meals

Maemorabilia

Media

Newsletter Articles

Newsletter registration

Newsletter Airline Information

Reunicon Schedule

Parking

Pictures

Voting Ballot Printed

VIP Accommodations

Reunion Committee Formed

Registration

Executive Council Reunionn

Static Display

Security

Signs

Transportaticn

Video Requirements

Vendors

Reunion Boock

Raunicn T-Shir-/Tar=l1 D
5
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Management Company Requirements

Handicap Requirements

PA System Requirements
Reunion Information Takle
Computer Requirements (if
Executive Ccuncil Meeting
Requirements

Check List
President
Master EBo*el Account

Car Rental

Telephone Requirements
Copying Machine Available
Typewriter Available

Weather)

anvy)



Vietnam Helicopter Pilots Association
JOB DESCRIPTION - PAST PRESIDENT

The Past President is an elected officer of VHPA and is a member
of the Executive Ccuncil.

The Past President's principle duty is to aid in the transition
of Presidents. He does this by answering questions that may
arisze as to the reasonc fcr acticns taken during his tenure. He
cfiers advice and ccunseling to the President thus helping pass
along the experience and knowledge gained during each tenure. He
acts as a stabilizing factor on the Executive Council by reason
of his involvement in the management of VHPA for the two previous
years, his knowledge of the management philosophy, and his
understanding of the direction the organization is proceeding.
Within three months after becoming the Past President, the office
holder will provide input to the Historical (VHPA) Committee
Chairman covering the past year that he was President.

Approved by the Executive Council on May 14, 1989.
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vietnam Heliccpter Pllots Assccraticn
JOB DESCRIPTION - PRESIDENT

The President serves as chairman of the Executive Council and
provides leadership and directicn to the Assceciation and the
Zxecutlve Ceouncil.

The President is respcnsible f
Asscclaticn. The President wi
11l Assoclatior accounts.

cr the financial well being of the
11 be on all signature cards for

The President appoints and removes committee chairman by making
recommendations to the Executive Council which must ratify each

action.

The President is responsible for the Reunion and the "Gathering".
He is responsible for selecting the Reunion guest speaker.

The President is responsible for setting the date, time, place
and agenda for Executive Council meetings.

The President serves on the Scholarship Committee and can appoint
one additional person to serve on the Scholarship Committee.

The President writes the "President's Roll Call" coiumn in the
Newsletter.

The President must also work with the Vice President and help him
be ready to assume the office.

The President signs a contract for and in behalf of the

Association only after it has been discussed with and approved by
the Executive Council.

Approved by the Executive Council on May 14, 1989.




Vietnam Helicopter Pilots Association

JOB DESCRIPTION - VICE PRESIDENT

The Vice President is an elected officer of VHPA and is a memker

of the Executive Council.

The Vice President's principle duty is to prepare to btecome the
next President. He does this by working with and seeking advice
from the President and Past Precident. He cff2rs advice and
council tc the ?President. He begins to formulate the programs
that will characterize his tenure.

The Vice President is responsible for presenting honorariums at
the Reunion to any outgoing Executive Council members.

The Vice President is on all signature cards for all Association
checking and savings accounts.

Approved by the Executive Council on May 14, 1989.
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JOB DESCRIPTION - SECRETARY/TREASURER

1LY Tha qHDA LANSTITHTIN gt AV VYT nean9tad ya T Az 3R sh3ka khas
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- Is sustained by the ELAAcAt v £Tuncil as &n
at every Executive Council ¥ng.

- Can vote on the Executive Council ONLY as a tie-breaker.

- Is one of the individuals to whom the Executive Council may delegate
authority and functions.

- Is authorized to appoint assistants to facilitate the functions of

the office.
{ r
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current VHP2Z Management Company (PAI) contract states:

fa)

~ A Ed
t

. n

[

- That PAI will contact the Secretary/Treasurer and other members of
the Executive Council on the 17th of each month if there are deficiencies
in the area of VHPA members providing financial statements and other
financial documents to PAI so that PAI can produce the monthly financial
balance statements for VHPA.

- That PAI will furnish the Secretary/Treasurer with copies of all
relevant financial data rtor income tax purposes.

- That PAI will receive the approval of the President or
Secretary/Treasurer before expending any funds for purposes not already
budgeted.

3.) Is responsible for coordinating with the President to set the agenda
for Executive Council meetings and Annual Business meeting at the Reunions
and to publish the minutes of same. Also publishes the "Opan ITtems" 1ist
for the Exscutive Council and follows up with Council members and other
assigned tasxs by tha Exacutive {ouncil to insure tasks are complated.

1.0 I3z rasponsihliz2 for wrifing tha "Fram fna Saswraiiecs ' Trzagurar’ 297 umn
Tor o 23ch NBwsihnar

3.} Iz responsible For writing thz “Zusiness Meating Zumnmary™ calumn for
tha Newsletizr afit2r YH74 ra2unigns.

6.) Is responsible, with the President, o coordinatse *ha activities of

all standing committees.
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9.) Is authorized to correspond with individuals and external
organizations in benalf of the VHPA.

10.) Maintains a close working relationship.-with the President and serves
as his "First Counselor™".

11.) Co-Signs, with the President, all VHPA policy letters.

12.) Is responsible for monitoring all aspects of the execution of the
VHPA-PAI contract.
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YYD TN - TTOITYR oMITMTIN yT o s 11
Tha Sanionr Member at Large [5ML) i¢ 3n aleciad 3fF7icar nf tha Y422 and i
a mambar of tha Zi2cutivz Tounti
The SML is the Constitufion and 3Zyiaws Chairman with responsidilities as
listed

- Submit all regussts for fund 2xpenditures to the EZxecutive Council,
for approval prior to any expenditure. Such requests can take the form of
an annual budget if the SML desires.

- Accepting all revisions, additions or deletions of the VHPA
Constitution and Bylaws by any voting member of the Association and
submitting them in writing to VHPA headquarters or to any VHPA officer whg
will forward them to the SML.

- Determines the annual "cutoff date" for accepting the said changes.

SML will nrepare the recommended chanages for Executive Council review.
After Executive Council review and approval the SML will prepares the
revisions for the reunion registration packet. These materials include:

* copy of the current Constitution and Bylaws

* the wording of the proposed revisions

* majority and minority Executive Council opinions (if

appropriate)

- Encouraged to solicit legal council concerning the Constitution and
Bylaws and/or proposed changes.

- Lead the discussion of the Constitution and Bylaws changes during
the VHPA Annual Business meeting.

Within two weeks after the Annual Business meeting, the SML wili provide
an updated copy of the VHPA Constitution and Bylaws to each Executive
Council member, to the Directory Editor and to any YHPA member requesting
a copy. In addition, he will provide the Newsletter Editor with a

summary o% cnangas’
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Vietnam Hellcopter Pilots Assoclation
JOB DESCRIPTION - MID-TERM MEMBER AT LARGE

The Mid-Term Member At Large is an elected officer of VHPA and is
a member of the Executive Council.

The Mid-Term Member At Large is responsible for all vendoer
related activities at VHPA Reunicns. He must coordinate his
activities 1n this area with the respective Reunicn chairman. He
is responsible far recomrending to the Execuvtiva Counclil changes

to the VHPA Vendcr Policy Statement.

Approved by the Executive Council on May 14, 1989.
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JOB DESCRIPTION - JUNTAR MEMZER AT LARGE {JML)
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The JML is the Nominating Committee Chairman and is responsible for
administering the elections of new YHPA Executive Council members.

His responsibilities include:

- Accepting names of those who wish to run for VHPA office. A call
for nominations should be placed in the Newsletter prior to the annual
reunion. Nominations should also be accepted at the reunion.

- Interviewing all prospective nominees, at the reunion, to ascertain
that they do , in fact, wish to be placed on the ballot and that they
understand and are willing to accept the duties and responsibilities for
the office tney seek.

- Submit the ballot to the Executive Council not Tater than 1800 hours
on the day prior to the annual business meeting. No further nominations
shall be accepted by the Chairman after this time.

- Other Members at Large can assist the Chairman as necessary.
- Insure printed ballots are available and prepared, if there are more

than one candidate for an office. Ballots will be available for the
annual business meeting.

- Responsible for nominating, to the Executive Council, candidates for
Honorary Membership. The procedures for this are included in Policy
Letter 88-1. :
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