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POLICY FOR INTERNAL ORGANIZATIONS

(refer to act 64-14)

1. The purpose of the Internal Organizations of the National Speleological Society shall be to promote
interest in and to advance in any and all ways the study of Speleology and to promote fellowship among
those interested in it.

2. Internal Organizations may be chartered upon submitting the following documents to the Internal
Organizations Committee:

A. An acceptable Congtitution and Bylaws showing the date of adoption and signed by an officer of the
new organization.

B. An applicationin duplicate bearing the signatures of the charter membersindicating which are
members of the NSS. In the case of regions and surveys this will include the names of charter
member organizations,

C. A brief history of the organization.

D. Other information requested by the Internal Organizations Committee.

3. Every Internal Organization shall have complete freedom of action in its organization and fiscal
policies, except that no Internal Organization shall engage in any activity which is detrimental to
speleology, conservation, safety, or the best interests of the National Speleological Society. Such activity
issufficient cause for revocation of the organization’s charter by the Board of Governors

4. The membership of Internal Organizations should conform to the following requirements:

A. Membership in grottos or chapters shall consist of at least five members of the Society.
Membership in regions shall consist of at least two active Internal Organizations. Membership in
sections shall consist of at |east ten members of the Society. To maintain active status a grotto
must include at least five active NSS members with primary affiliation with that grotto.

B. Full membership in Internal Organizations shall be open only to members of the National
Speleologica Society.

C. Internal Organizations may, at their option, have members who are not members of the
Society and who are limited to ayear or less on this status. Non-NSS members of Internal
Organizations may not hold office or serve on agoverning body in the organization or count
toward representation in the Congress of Grottos.

D. “Student Grottos” and “ College Outing Clubs”, exempt from requirement B above, may be chartered
at arecognized college or university. In addition to all other requirements and benefits in this policy, the
following special requirements shall apply to Student Grottos and College Outing Clubs:

1. Membership in either shall be open to Society members and non-Society members provided
the latter are students, faculty, or staff members at the college or university with which the
Student Grotto or College Outing Club is affiliated.

2. At least five members of a Student Grotto or College Outing Club must be members of the
Society. In the Student Grotto, all officers or members of a governing body of the Student Grotto
must be members of the Society. In a College Outing Club, the caving chairman must be a
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member of the Society and will be responsiblefor communicationwith the Society.

3. Theformal name of a Student Grotto shall indicatethat such organization isa Student Grotto (or
Chapter).

4. Theformal name of aCollege Outing Club meeting the requirements set forth herein may indicatethat
such organizationisan Interna Organization of the National Speleologica Society.

5. Regionsand Surveysshall accept and retain asmember organizationsonly Interna Organizationsof the
National Speleologica Society or groupswhichintend to becomeInterna Organizationswithin areasonable
length of time. Regionsand Surveysmay include* cooperating organizations,” organizationsnot associated with
the Soci ety, which arenot full membersof the Region or Survey but which may takepartinall itsacitvities.

6. Each Internal Organization shall have the following responsibilities to the Society:

A. They shall submit an annual report to the Internal Organizations Committee, containing alist
of the members of the organization that notes who is an NSS member and claims this
organization astheir 10, alist of the organization’ s officers with their respective NSS numbers
and mailing addresses, identify two organization members who are to be listed in the NSS
Members manual as contacts, the mailing address of the organization, and whether copies of the
organization’s publications are being submitted per Section C of this Paragraph. The committee
may request additional information, but the completion of it must be labeled as optional. Reports
must be submitted prior to a date set by the Committee.

B. In formal usage and in the event of incorporation, append to its name the words “... a Chapter
(Regional Association, Speleological Survey, Specia Section) of the National Speleological
Society.” In the event that one of the above termsis used in the name, only the words*“.... of the
National Speleological Society” need be used.

C. Two copies of each publication (if any) shall be submitted to the Society Library. At least one
copy and preferably two copies shall be furnished to the Society Cave Files Committee, and it is
recommended that one copy be furnished to the U.S. Geological Survey, Washington, D.C.

D. Each Internal Organization shall cooperate with the Society in establishing sound
conservation and safety practices, and assist in or carry out other activities which further the
purposes of the Society.

7. All Internal Organizations which comply with the provisions of this policy shall have the following
privileges accorded to them:

A. Each Internal Organization shall, upon request, receive one copy of each issue of the NSS
NEWS and the JOURNAL.

B. Internal Organizations shall be entitled to representation at the Congress of Grottosin
accordance with established rules of that organization.

C. Any Internal Organization will be permitted a non-voting representative at any meeting of the
Board of Governors for the propose of presenting or discussing matters relating to the
organization.

D. Each Internal Organization shall receive the monthly administrative mailing.
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E. Each Internal Organization may receive ass stance from the Society such ascavelocation data, dide
shows, library materias, and exhibition materialsto aid in the activities of the organization.

8. EachInternal Organization shall be classified by the Interna Organizations Committeeasbeing active or
inactive. Active organizationswill bethose organizationswhich havefulfilled therequirementsof paragraph 6.
Only active organizationsmay receivethe benefitslisted in paragraph 7.

9. Occasionally a group may request a grotto or chapter charter in an area where a chapter already exists.
The Society does not encourage the formation of additional chaptersin an areawhere one already exists,
so these applications will be handled according to the following guidelines:

Unlessit is obvious that the new group has been in contact with the existing grotto(s), they will
be referred to the existing grotto(s), and the existing grotto(s) will be informed of the inquiry
from the new group. The new group will be informed of our reluctance to charter another grotto
in the same area, and the existing grotto(s) will be asked to contact the new group and invite
them to participate in their activities. If, after areasonable time, the Internal Organizations
Committee feels that the grotto chartering isjustified, the chartering may proceed.

Footnote to 4-D: A College Outing Club is defined as any organization which regularly engages in more
than one outdoor activity and which is recognized as a student activity by a college or university.
11-15-94

Administrative Duties

Periodically, the OperationsVice President (OVP) of the NSSwill ask for astatusreport. The O Committee
Chair will prepareadraft report, and send it to other |O Committee membersfor their input. Whenitissentto
the OV P, the other 1/O Committee membersshall beincluded inthe sameemail.

Each year the OVPwill ask for abudget request. ThelO Chair will prepare the budget and send it to the other
IO Committee membersfor their input. Whenitissent tothe OVP, the other IO Committee membersshall be
includedinthesameemail.

Each year thel O Committee Chairswill receive arequest to submit all expensestothe NSS. ThelO
Committee Chair shall forward the request to the O Committee members.

During theyear, each 10 Committee member shall keep accurate and detailed records of expensesthat are

incurred on behalf of thelO Committee. When therequest isreceived to submit the expensereport, gather the
material, preparethereport, and forward to the NSS office. Maintain records, in case of an audit.
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Detailed Responsibilities

« Process applicationsfor new 10sand applicationsfor reinstatements

+ Respond to requestsfor improvementsby interested parties; Continually improve uponthe O records
processand Annual Report process.

« Improvewaysfor |Osto easilly keep their records up-to-date

« Maintain an |O web sitethat explainsin detail the processesfor 10s.

+ Keep 1O related data up-to-date on the NSS server and NSS secure server

« Keep otherswho need to know informed about 10 activities

« Communicatewith 10sthrough amonthly 10 INFO viae-mail, through the Forum onthe NSSweb site, and
the NSSNews

« ProcessAnnua Reportsin atimely manner and check compliance. Follow up.

« Providetheeditor of the NSS Members Manual datapertaining to | Osand Affinity Groups

« Preparean annual report for theNSSLibrarian

« Review and offer improvementsto 1O congtitutionsand bylaws

« Maintainthe O Manua and updateit onthel O website

« Conduct occasiona pollsconcerning topicsof interest to |Osand publish results

« With the permission of the NSS Office, prepare address|abel sfor occasional mailingsto 10s

« Preparereportsand placards asrequired by the Chair of the Congress of Grottosfor the annual COG
mesling.

« Bepresent at the BOG meetings at Convention when | O topicsare on the agenda.

» Scheduleand preside over an 10 Roundtable at Convention, when considered appropriate

» Process| O deactivationsand inform NSS memberswho have designated the1/O astheir Primary Affiliation

« MaintainthelO email list and Supplementary list (for those who want to know)

« Offer improvementsto the NSSregulations asthey pertainto 10s

« Respond to questions concerning | O topicsfrom othersincluding theBOG

+ Recruit new 10 Committee membersas needed and maintain the| O Committeemail list

« Mantainthel O Committeeemail list

« Maintain an emalil list for thoseswho have asked to be notified when | Os have been chartered, deactivated, or
reingtated.

» Maintain afileof paper foldersfor each 10

How thelO Committee Functions 5



Committee Per sonnel

Keith D. Wheeland - Chair

* Processesapplicationsfor new |0sand reinstatements.

* Submits Committee budget to OVP

* Preparesperiodic statusreportsfor OVP

* ProcessesAnnua Reportsfor Grottos, Regions, Sections, Surveys, and Affinity Groups
* Answersqueriesfrom|Os

* Respondstoinquiriesregarding sticky issuesrelated to 1/Os

* Reviewschangesto existing 10 congtitutionsand bylaws

» Keeps 10 database up to date

* Maintains|O webpages

* Maintains|O Manua

* Prepares|Ofilefor sending to the editor of the NSS Members Manual

» Sends1O Committee changesto the editor of the NSS Members Manual

» Maintains|O email addressbook and sends messagesto | Osfor interested parties
* Preparesalist and placardsfor the COG mesting.

GaryBush
» Maintains1O Information page onthe NSSwebsite.
EricMcMaster

» Maintainsinteractive websitewherel Os can update their dataand submit their Annual Report.
 Hoststheweb sitefor accomplishing the above.

Esty Pape

* Preparessitemap for NSS MembersManual showing locations of grottos.

| O Database - Concept

ThelO recordsare maintained online by thel Osthemsalves. Thisconcept isrecognized within the Information
Technology field as providing the highest amount of accuracy and reliability of thedata. ThelOsenter their data
into the database throughout the year as changes occur withinthe1O. Sincethe Internet operates 24/7 this
providesthe greatest amount of flexibility for thelO. Thedatathat isentered isused for thefollowing purposes.

* Prepare, inred time, the onlineanswer to thosewho click on“FindaLocal Caving Club!” ontheNSS
website.

* Preparelists, inreal time, of Regions, Sections, and Surveysfor thosewho ask for theinformation online.

* Preparethedatafor thelO portion of the NSS MembersManual.

* Preparesignin sheet and number-of-votes placardsfor Congress of Grotto (COG) meeting.

* Determination of which 10shave sumbmitted thel O Annua Report

* Prepare addressbooksfor emailing 1 Os.
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Computer Software- O Databases

ThelO recordsare maintained in two Microsoft A ccess databases One, named | O.mdb, was devel oped by
Keith D. Wheeland and isstored on hispersona computer. In additionto IO data, it also contains someitems
that are used for management of the data.

A “shadow” copy of thelO dataisstored on aserver that isaccessibletoall 10s. Itisnamed NSS _10.mdb
and wasdeveloped by Eric McMagter. It containsthe” official” 10 Officerstable. The Officer tableislinked to
thelO“official” database. Theweb addressfor the NSS | O databaseiswww.nssio.org. |Osareresponsible
for updating their own dataon thesite.

TheNSS |10 databaseisdownloaded to Keith’'scomputer to updatethe“ official” recordsand to accessthe
Officer table. During theimport, automatic checking and cleansing of the dataoccursasdataismoved into an
intermediatetable. Thisisfollowed by amanual check beforethe officia 10 databaseisupdated fromthe

intermediatetable.
Special Procedures Section

Thissection containsdetailed instructionsfor accomplishing certain tasks. It explainshow to do thetask and
what portionsof the computer, email, and web systemsare used for the various steps.

New |10Os:

Thefirst stepisto assessthe situation and take the correct action when an inquiry isreceived asking about
startinganew 10.

1. Isthe applicant an NSS member?
2. Arethereother smilar IOsnearby?
3. Isthissomeonewho isdisgruntled with the actions of their current |O?

Alwaysgive encouragement to theformation of anew I O. Let thefactsof the particular circumstancedictatethe
actionsthat thel O Committee should take. In aresponse, giveinformation about existing grottos nearby, and
suggest atie-in. Therearedetailed instructions on the | O websitefor starting anew grotto.

Sincemostinquiriesarereceived viaemail, theinformation that issent to therequester should includethe

falowing;

1. Includethe O website address and applicable e-mail addresses. Ask the person to view the material onthe
|O website and then get back with questions.

2. Explainthat the constitution and bylawsand | O history can be sent viaemail

3. Explainthat only the actua application must be submitted on paper.

Some situations are best handled directly viae-mail.

WhenthelO gpplicationisreceived:

1. Reviewtheformfor completeness.
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Check that potential membersare NSS membersin good standing

Review in detail the constitution and bylaws. (can bedonein advance of application)

Suggest correctionsand in some casesing st that certain itemsbeincluded. Continuethe processuntil you
are satisfied with theresultant documents.

5. Poll existing grottosand Region within the areato determinewhether thereisany reasonwhy thegrotto
should not be chartered.

AW

When satisfied that everything iscomplete.

1. Assignaseria number and apassword tothenew |O.
2. Notify the applicant by email that the 1O has been accepted and that you areforwarding the charter to the
NSSPresident for asignature. Do not include the passwordinthisemail.
3. Send another email with the Serial Number and password and explain nssio.org
4. Send aformdl letter of acceptanceto the applicant and include one copy of the signed application.
5. Addan 1O record for thenew | O to thein-house database and to the onlinerecords at nssio.org.
6. Update the dropdown list of IOsand FTPtothelO siteonthe NSS server
7. Notify thelO and havethem update the onlinerecord: explain Primary Affiliation and havetheir NSS
memberschangether Primary Affiliation
8. Notify the NSSand other interested parties of the new 1O or reinstatement.
ThelO Committee members
Themanager of theNSSoffice
The CaveFilesCommittee
Regiona repswho have asked to be notified.

Thenoticeshal includethenameand Library address of thel O, the serial number of thel O, the
primary statein whichthelOislocated (if applicable), and whether the |O wantsto receive
the News and Journal, and the NSS M embership Change Report.

9. Print acharter and attach the NSS seal.

10. Apply postageto acardboard envel ope (to protect the charter) addressed to the applicant.

11. Compose awel coming letter from the President to the new grotto ready for the president’ ssignature.

12. Placethecharter, welcoming letter, and envel opein another envelope and send it dong with anotetothe
NSSpresident. The NSS president will signthewelcoming letter and charter and forward themto the
goplicant.

13. Send anoticeto the editor of the NSS news explaining the new | O or reinstatement

Reinstatement:

Arethe constitution and bylaws up-to-date?

Isthel O aware of thelatest requirements?

Canthey be expected to be viablefor anumber of years?

Do they want to keep the same name of the prior inactivelO?

Finally approveor deny thereingtatement.

1. Activate and Update the 1O onthein-house*“ official” database and on the onlinerecordsat nssio.org.
2. Do steps# 6 through #8 above
3. Notify the O by letter indicating the date of reinstatement.
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Deactivation of |Os

Therearetwo typesof 10 deactivations.
1) Voluntary deactivation by thelO
2) Deactivation taken by thelO Committee

Voluntary:

A representative of thel O will contact the |O Committee saying that they want to be deactivated. Thereis
usually nothing the |O Committee can do except comply. Thel O Committee shall offer helpin order to kegpthe
1O active. A copy of the correspondence shall be placed inthefilefolder of thelO.

Involuntary:

ThelO Committeetakes such action asnecessary because of actions (or inaction) of thel O. Thetwo most
common reasonsfor deactivation are 1) failureto submit theannual report in areasonabletime after the posted
deadline, and 2) lessthan five NSSmembershave designated agrotto astheir Primary Affiliation.

Inall cases, if thereisstill no action by the 1O, then an email and aformal letter of deactivation shall be sent to
thelO. Theletter shall be addressed to thelast known address of thel O. It shall includethereasonsfor
deactivation plusany action thel O may taketo stop the deactivation or to becomereinstated. It shall include
the stepsthat the | O must comply with to become deactivated, i.e., disposal of 1O funds. Copiesof all
correspondence shall be placed inthefilefolder of thelO.

Further Action:

1. ThelO Committeesndl notify thefollowing personsconcerning thedeactivation.
ThelO Committee members
Themanager of theNSSoffice
The CaveFilesCommittee
Regional repswho have asked to benotified

Thenotice shall includethe name of thel O, the serial number of thelO, and for agrotto, theprimary statein
whichthelOislocated.

Post anotice onthe NSS Forum

InthelO table, makethelOinactive.

CreateaHistory recordintheHistory table.

Updatethe IODATA.TXT fileby removing the deactivated 1O’ srecord.

Upload the IODATA.TXT tothelO site of the NSS server.

Deactivatethe 1O onthe nssio.org database

If thelO hasn't already done so, the |O Committee should consider sending anoticeto each NSS member
who hasdesignated the | O astheir Primary Affiliation. The notice shall includethefact that the 1O hasbeen
deactivated and what optionsthe NSS member hasfor changing their Primary Affiliation.

9. Notify the NSS personin charge of hosting 10 websites.

10. UpdatethelOlistsonthe O web site.

0O N OTEWN
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Update | O Recordsfrom www.nssio.org

1. FTP- Download the Microsoft Accessdatabase NSS _10.mdb from theweb sitewww.nssio.orgto afolder
other than the onethat containsthe official | O database onto home computer.
2. Export 10 datato an intermediate table, performing some automatic cleansing of dataasit being exported.
3. Visually check thedataintheintermediatetableto seeif it passesdataintegrity standards; make appropriate
editoria changes.
4. Update the datain the Official database with the corrected intermediatetable.
5. Preparealist of changesto be sent to the manager of the NSS Office. Theseincludethefollowing:
Changeof 10 Library Address
Change of 10 phone number
Changeof 10 emall addressif thel O hasrequested the NSS M embership Change Report
A naticeif thel O haschanged itsrequest for the NSS M embership Change Report
A noticeif thelO haschangeditsrequest for either the NSSNewsor Journal.

4. Send the Changes Report to the NSS Office Manager.
5. Filetheprinted datasheet inthefilefolder for thelO.

Annual Report Processing
IntheAdministrative L etter for December, include anoticeto | Osexplaining how to submit the Annua Report.
Beforethe beginning of thereport period, initializethe 10 databaseto begin receiving Annual Reportsfor the
new year. Use Utility tab and click on Reset Annual Report Flags. Thiswill initializethe Constitution-Changed
flag, the PUbOK flag, the OffOK flag, and the CbyOK flag.
Respond to |Oswho haveforgotten their serial number and password. Also explainthat the S/N can befound
onthelOwebsite. (Before giving out the password, check membership rostersto be reasonably surethat the

personisacting for thel O they professto represent.)

Thesystem on nssio.orgisset to send an email to thelO Committee Chair when anyone submitsan annual
report. If changes have been made, perform the steps above under “Update | O Recordsfrom nssio.org”.

During the O Annual Report period, updatethe O website (All_IOS.shtm) to reflect which 10s have
submitted their Annual Report. Upload All_1OS.shtmtothe O website.

In the second week of January, send an email reminder to thel Oswho have not submitted an Annual Report.
Inthethird week of January, send an email reminder to the | Oswho have not submitted an Annual Report.

Immediately after the deadline, notify the stragglersonce again. Send aletter to the | O. Make phonecalls.
Contact other personswithinthelO. Check with Regions. Then consider deactivatingthel O. (See Page9).

10 How the | O Committee Functions



|O File Folder

ThelO Committee keepsafilewhich containsafolder for each 1O.
Thehanging filesarelabel ed using the Smead [abeling system.

The Committee Chair received dozens of boxes of paper fromthe
former Chair of thelO Committee. Anything pertaining to an active
IO wasplacedinitsfolder. Theformer Chair had sent somematerial
totheNSSarchivesin Huntsville, so some of the documentsfor an
1O may bethere.

When an 10 goes to the nssio.org site and updates the record, a
new datasheet for thel Oisprinted whichincludesthelatest changes.
Thenew sheet isfiled along with the previous sheetsin thefol der.
Thusthefolder containsasnapshot of thel O each timeachangeis
made. (Seepage 22 for asample data sheet.)
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Unless the documents arein the archives, you may also find the
following: Theoriginal applicationto becomean 10O, copiesof the
condtitution and bylaws, |etters, newdetter articles.

Onedrawer of four.

NSS Members Manual Processing

Eachyear thelO Committeeisresponsiblefor providing information concerning | Osto the editor of the NSS
MembersManual.

Currently thereisacomputer procedure which when activated will provide atext filewhich can besent tothe
editor. It containsinformation concerning Grottos, Regions, Sections, Surveys, and Affinity Groups.

Thecomputer program extractsinformation from the | O database and convertsit into the proper format for the
editor. (Utilitiestab/ Creaste MembersManual)

Thisprogram should berun ascloseto the editor’ s deadline as possible so that |Os can make suretheir datais
up-to-date.

Assoon asthe deadlineisknown, thelO Committee shall send anoticeto thelOsthroughtheemail list. The

notice shall indicate the date on which the datawill be extracted. It shall explain how the | Oscan makesure
their dataisup-to-date.

Usually theMember’sManual editor will request atest run of theinformation prior to theactual extract.
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|O Email List

Each 10 record hasthe capacity to store three email addresses. Onefor the 10 itself and one for each of the
Contacts. In addition thereisa Supplemental email list that anyone can ask to beincluded on. Thismay include
interested membersof the | O and the person who wishesto be notified concerning theAnnua Report. Thereare
also personson thelist that the |O Committee wishesto be there, such as1O Committee members, the NSS
OperationsVice President, and perhapsthe NSS President, etc.

Whenever it isnecessary to send amessage to all IOs or to asubset of 10s, atext fileis created from these
addresses. The procedure may create multiple CSV text filesbecause my current ISPonly alowsmetosend a
message with up to 98 adresses at onetime. Thetext filesare named ThunderX.CSV where X isanumber to
makethefilenameunique.

| createthe ThunderX filesand import them asaddressbooksinto Thunderbird. Therel usethe addressbooksto
address messages.

Run the MainMenw/Email tab/Create Thunderboard Address Booksto createthe ThunderX.CSV files
Import the ThunderX.CSV into addressbooksin Thunderbird.

1) Createanew email.

2) Compose amessage and asubject. | alwaysbegin the subject with NSS.

3) Copy/pastethe addressesfrom thefirst text fileintothe* Bec” field of themessage.
4) Copy the message.

5) Send the message.

6) Createanew email.

7) Enter the Subj ect and paste messageinto the messagefield.

8) Copy/pastethe addressesfrom the next text fileinto the“Bec” field of the message.
9) Copy themessage.

10) Send the message.

11) Repest steps 6 through 10 asmany timesas necessary.

Special Requests

Sometimesthere are special requeststhat cometo the attention of the O Committee. Usudly thiswould bea
request to email some messageto | Os. Other requestsarein the nature of listsor counts.

Each of these requests should be eval uated asto the appropriateness of the request.
1) Doestherequest benefit thel O?
2) Doestherequest benefit the NSS?
3) Arethe | Osthe proper audiencefor therequest?

If theanswersare positive, then the|O Committee may honor the request.

If the O Committee cannot or will not honor requests, it shal notify the requestor of thereasonsit cannot
comply.
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Primary Affiliation Procedure

Thisprocedure placesthe Primary Affiliation count into the | O’ srecord so that COG votes can be calculated. It
createsafileof active NSSnumbers so that officer status checking can be made.

Logonto NSS Server by clicking on desktop—nsskeith.rdp

On NSS Server desktop, depress START button - Select My Computer
From connections, select utilities

Cick onNSSTRAK.BAT

Enter usernameand password

Changeoutput to disk

Change name by changing month abbrev.

After filehasbeen created, use Windows Explorer tofind c:/temp

Find thefilenamed above and drag and drop to d:/IOSTUFF onlocal computer
Log off NSS Server

Windows Explorer to IOSTUFF

Deeteold EMRXXX. TXT

Change name of downloaded fileto EMRXXX. TXT

GotoAccessand click on Primary Affiliation tab on Main Menu.
Thefirst stepwill creste NSSMEMB and ALL_infotables.

The second step will updatethe Primary and COG votefieldsintheOtable.

COG Meseting Placards

The O Committee has been designated to prepare aplacard for each active O to be used at the COG
Meseting that isheld at the NSS Convention. Rather than prepare new placardseach year, alabel isprepared
that hasprinted onit the number of votesfor that 10. Thelabel isapplied over the previous number of votes
alotedtothelO.

Immediately after thelabelsare printed, the number of votesissaved inthelO record. Whenitistimeto
preparethe placards, the | O records are updated with the Primary Affiliation counts. The system comparesthe
current number of COG voteswith last year’sfigure. If thetwo aredifferent, anew label isprinted. Thenthe
|abelsare applied to the placards. New placards are printed for new | Osand those |Oswho never returned
their placard after the COG meeting.

Theplacardsfor |Oswho are now inactive areremoved. Theplacardsarearranged in a phabetical order within
typesof 10s.

Alongwiththeplacardsasign-inlistisprepared which containsthe name of the O and the number of votes
alotedtothat 10.

Theplacardsand sign-inlist areddivered to the COG mesting.
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Checkingthe NSS Satusfor 10 Officers

Each officer (governing board) of an 10 must be apaid-up NSS member. Many |Os pay no attention to making
suretheir officersare NSS members even though thereisaprocedurein place onthe NSSweb sitefor
checking the status. The NSS office a so offersaservice called the Membership Changes Report. IOsmay
request thisservice by checking off theiteminthelO recordsat nssio.org.

Soon after the |O Reportsareinfor theyear, the Primary Affiliation Procedure (see previous page) isrun. This
downloadsafilecontaining the NSS number of current NSS memberss. Thefileof officersthat the | Ossubmit
ischecked against thisfileto determinewhich officersare not NSS members. Theemail addressfor all IO that
have non-NSS members as officers are coll ected and placed into an address book.

Besidesthis, areport isproduced with alist of |Osand the name and NSS number that wasentered into the |O
record for the officer. Thisreport isposted onthe O website, and alink from there established.

Theresulting addressbook isimported into the email system. A messageis sent to the | Osasking them to have
their officersrenew their NSSmembership. Becauseindividua emailscannot be sent that contain detailed
information specifically for that | O, the message must includeinstructiionsfor accessing thelist of officerswho
arenon-match to the NSSmembershiplist.
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Master Data Elements

Serial Number (6-digit): A number to uniquely identify thelO. When anew 10 ischartered it isassigned the
next consecutive number withinitscategory. Thefirst digit of the Serial Number indicatesthe category of thelO.
Serial Numbersfor |Osareassigned by the O Committee. The codesfollow.

0 - Grotto

1 - Region

2 - Survey

3- Section

5- Affinity Group (Not an 1O, but maintained in the database.)

Inactive(Y/N): If thisisYes, theremust beadatein Year-Ended.
Category (2-character): The category of thelO.

GR - Grotto

RE - Region

SV - Survey

SS- Section

AF - Affinity Group (Not an IO, but maintained in the database.)
Name (35-character): Thename of thelO. Namesare suggested by the 1O in the application process. The
nameisvetted by the |O Committeeto make sureit doesn't conflict with other | Os (former and present), and
that itisin good taste.
City (18-character): Thecity inwhichthel O waschartered. Thisismainly for historical purposes.
State (2-character): The abbreviation for the State in which the IO was chartered. Two additional codes
areallowed, FO for foreign, and TG for traveling grotto. Theseare used only to categorize | Osfor sorting and
listing purposes. They haveno other meaning.
List-in (11-character): Uptofour 2-character abbreviationsfor Statesinwhich thelO may belisted inthe
NSSMembersManual and the NSSweb page. The states are separated by adash. Thefirst onelisted must be
thecharter state. FO and TR are allowed only oneentry. Example: PA-MD-DE
Year-began (4-digit): Theyear inwhichthel O waschartered.

Year-ended (4-digit): Theyear inwhichthel O wasdeactivated. Thisisawaysblank if thelOisactive. If the
1O has been deactivated and then reactivated | ater, theinformation iskept inthe history table.

Reinstated (Y/N): Whether the | O was ever reinstated after being deactivated.
Update Date (8): Thedate the record was updated.

Publication (40-character): The name of the publication that isproduced by thelO.
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Want News? (Y/N): Doesthe | O want complimentary copiesof the NSSNews?
Want Journal? (Y/N): Doesthe O want complimentary copies of the Journal of Cave and Karst Sudies?

Member ship Updates (E or blank): Containsan E if the |O wantsaperiodic report of the NSS membership
updates sent to them viaemail. If an E, then there must be an email addressfor thelO.

M eeting (120-character) The place and timethat the |O meets.

Passwor d (7-character): The password for accessing theonlinerecordsfor thelO. Itisassigned by the O
Committeeat thetimeof chartering anew |O. It can only be changed by the O Committee.

Primary (integer): A count, transferred periodically from the NSSrecords, that indicates how many NSS
membershave designated thel O astheir Primary Affiliation.

COG Votes(integer): The number of votesallotted to the 1O based upon the count in Primary ascal culated by
theformuladevised by COG. (Seepage 19.)

OldCogVotes (integer): After the COG placards are produced for the year, the current CogVotesfieldis
copiedtothisfield. Itisused to produce an adhesivelabel for those |Oswho haveadifferent number of votes
than they did theyear before. Thelabelsare placed over the* number of votes’ onthe placards.

Description (100 characters): A description of the organization. Used currently only for Affinity Groups.
|O Address data elements

HomeName (30-character): Thefirst line of theaddressfor thelO. Thisfieldisused only if thel O getsitsmail
at theresidenceof one of itsmembers. Thisline should begin with ¢/o followed by the name of theindividual.

Home Street (30-character): The street address or box number of the | O. Thisfield should be edited to
include only abbreviations accepted by the U.S. Postal Service.

Home City (18-characters): Thecity or town of thelO.

Home State (2-character): The abbreviation accepted by the U.S. Postal Service.

HomeZip (10 character): Thezip code assigned by the U.S. Postal Sercice or foreign entity.

Home Country (15-character): Thecountry of thelO. Itisentered only if it isnot the United States.

HomeType (1-character): A codeto indicate whether the addressis D-domestic or F-foreign. Could be used
for sorting purposeswhen printing addresslabels.

Home E-mail (45-character): Thee-mail addressof thelO.

URL (75-character): The URL of thelOweb site. If the URL ishosted onthe NSSweb site, it should include
theclosing/. Theentire URL should be entered beginning with http://.
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Library Address data elements

TheLibrary Addressof the organization isthat addressto which the NSSwill send mail, including complimen-
tary copies of the NSSNews and Journal of Caves and Karst.

Name (30-character): Thefirst lineof theaddressfor thelO. Thisfieldisused only if thelO getsitsmail at the
residence of oneof itsmembers. Thisline should beginwith ¢/o followed by the nameof theindividual.

Sreet (30-character): Thestreet address or box number of thel O. Thisfield should be edited to include only
abbreviations accepted by theU.S. Postal Service.

City (18-characters): Thecity or town of thelO.

Sate (2-character): The abbreviation accepted by the U.S. Postal Service.

Zip (10 character): Thezip codeassigned by theU.S. Postal Serciceor foreign entity.

Country (15-character): Thecountry of thelO. Itisentered only if itisnot the United States.
Contacts data elements

Contact-1 Name (30-character): The name of the primary contact for thelO.

Contact-1 E-mail (45-character): Thee-mail addressfor Contact-1.

Contact-1 Home Phone (17-character): The home phonefor Contact-1.

Contact-1 Work Phone (17-character): Thework phonefor Contact-1.

Contact-2 Name (30-character): The name of the second contact for thel O.

Contact-2 E-mail (45-character): Thee-mail addressfor Contact-2.

Contact-2 Home Phone (17-character): The home phonefor Contact-2.
Contact-2 Work Phone (17-character): Thework phonefor Contact-2.

Satus or Annual Report data elements
Report Year (4-digit): Thelatest year for which thelO Annual Report has been received.
Submitted How? (1-character): A codeto indicate how theannual report was submitted.
W - Viathe Web
E-ViaE-mall
R - Report on paper
Total Member s(integer): Thetotal members of the 1O asreported by thelO.

Congtitution or BylawsChanged? (Y/N): A switch to indicate whether the constitution or bylavswere
changed during thereport year. If so, the O must submit the changeto the |O Committee.

Publication Count (integer): The number of issuesof the publication that were published during thereport year.
Thisisusedto prepareareport for the NSS Librarian.
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Sent toNSS? (Y/N): A switch toindicate whether copiesof 1O publicationswere sent tothe NSS Library.

Sent to CaveFilesCommittee? (Y/N): A switch to indicate whether copies of 10 publicationswere sent to
the Cave FilesCommittee.

Publication Comments (40-character): Thereason why O publicationswere not sent to the NSSLibrary or
CaveFilesCommittee.

PubOK (Y/N): Aflagtoindicatethat the submittal of 1O publicationsisOK.
OffOK (Y/N): Aflagtoindicatethat theofficersare OK (current membersof the NSS).
CbyOK (Y/N): Aflagtoindicatethat the |O Committee hasreceived acopy of any changed Const/Bylaws.

Submitter (25-character): The name of the person who submitted the annual report for thereport year. Thisis
used to contact the person should questions arise. It isprovided by the Submitter.

Submitter NSSNumber (5-digit): Used to uniquely identify the Submitter of theannual report. Thisispro-
vided by the Submitter.

SatusDate(8): Thedate on which the status (Annual Report information) was updated.

Web Master elements

Thesewere asked to beincluded by the NSSIT Committee.
First name (30): Web master first name.
L ast name (30): Web master last name.
NSSno: (5): Web master NSS number.
Phone (17): Web master telephone.
Email (50): Web master email address.
Officer data elements
Thesearestored inthe Officerstableinthe NSS |0 database and arelinked to the 1O database as Officersl.
Theremay bemultiple occurences of thefollowing fields, depending upon the number of officersinthel O.
Serial Number (6-character): The serial number of thelO.
Officer Name (30-character): The name of the officer.

Officer NSSNumber (5-digit): The NSSnumber of the officer.

Officer Title(30-character): The position that the officer holdswithinthelO.
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History data elements

Thesearestored inthehistory table, tblHistory.
A recordiskept of changes such asthefollowing:

Deectivations

Reinstatements

Name changes
Theremay be multiplerecordsfor anlO. They consist of thefollowing dataelements:
Serial Number (6-character): The serial number of thelO.
Name (35-character): Thename of thelO.
Began-date (4-digit): Thedatethe O waschartered or reinstated.
Ended-date (4-digit): The datethel O wasdeactivated.
Datechanged (8): Thedate the record was changed.
Comments(50-character): Thereason for the history record.

Supplemental Email List data elements

Thesearestoredinthe Email Supp table.
Supplemental Email List: Inadditionto the email addressesfor thel O and itstwo Contacts, an 1O may want
othersinthel O toreceivetheofficial mailingsfromthe O Committee. Thismay includeinterested membersof
the 1O and the person who wishesto be notified concerning theAnnual Report. Thereare a so personsonthe
list that the |O Committee wishesto bethere, such as|O Committee members, the NSS OperationsVice
President, and maybethe NSS President, etc.
Multiplerecordsexist onthelist. The dataelementsareasfollows:
Email (45-character): Thee-mail address.
Name (30-character): The name of the O to which theemail isassociated or may be blank.

Serial Number (6-digit): ThelOtowhichtheindividua belongs, where appropriate.

Per son (20 character): The name of the person.
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The IOOPTION.TXT file

Thisfileismanually changed each timethereisanew or reinstated |O, aname changefor an IO, or adeactiva
tionof an 0. Thefileisthen uploaded to the |O Committee space on the NSS server to be used for dropdown
listsfor selecting Primary Affiliation onthe NSS servers. (All 10sare onthe dropdown list and arein al phabeti-
cal order.) Thefirst text fieldisthe serial number and name, the second text field isthe name.
Somesamplelinesin IOOPTION.TXT are shown bel ow.

<OPTION VALUE="000080 Bloomington I ndiana Grotto">Bloomington I ndiana Grotto</OPTION>
<OPTION VALUE='000111 Blue Grass Grotto>Blue Grass Grotto</OPTION>

ThetblInfo table
Thisfileisusedto storeitemsthat are helpful in running the application.
Report Year (4 characters): Thecurrent Annua Report Year cycle.
COG Report Year (4 characters): The Convention year for which COG voteswere saved.
Last Key (integer): Last key that was processed on Accesslog from web updates. When cavers update the
onlinerecord atransaction log iskept and numbered. The system usesthelog to determinewhereto begin

processing recordsthat were updated since thelast update.

Key Before (integer): PreviousKey before Last key. Thisisused asinsurancein casetherewasaproblem
during the current processing.

Report Begin (date): Beginning date of 1O Reporting period. Thisisused to determinewhether to updatethe
Report Year informationinthelOtable.

Report End (date): Ending date of 10 Reporting period. Thisisused to determinewhether to update the
Report Year informationinthelOtable.

Report for Year (4 characters): Used in processing.
My Folder (50 characters): The address of thefolder wherethisprocessisstored.

Web Folder (50 characters): The addressof thefolder wherethe O database from nssio.org isdownl oaded
into.
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L ogo

A logo, developed by Keith D. Wheeland in 2001, isavailablefor use by the /O Committee. Itisusually
accompanied by text spellingout NSSand 1/0.

COG Votes Formula

PRIMARY VOTES

515
1625
26-35

46-55
56-65
66-75
76-85
86-95
96-105
106-115
116-125
126-135
136-145
146-155
156-165
166-175
176-185
186-195
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Sample datasheet like the ones prepared after each changethat ismadeto the | O recordsat nssio.org.

Nittany Grotto 000014
3/7/2009

PO Box 676

State College, PA 16804-0676

kwheeland@psualum.com

http://www.caves.org/grotto/nittany/

Listin:: PA

Total members:: 72 NSS Primary:

Publication:  Nittany Grotto News

Sent to NSS Yes Cave files? Yes

Want News?

Constitution/Bylaws changed?:

Meeting:

Contact 1:

Home
Work

Email

WebMaster

Email

Officers:

Board member
V. President
Secy/Treas
President
Board member

Submitted by:

22

Yes

Want Journal? Yes

Yes

Keith Wheeland
814-238-2057

kwheeland@psualum.com

Keith Wheeland

kwheeland@psualum.com

Rob Martin
Gary Dunmire
Keith Wheeland
Amanda Martin
Joe Turchick

Wheeland, K.

55

Report Year 2008
Library
PO Box 676
State College, PA 16804-0676
Issued 2

Want Membership updates?

Contact 2:

NSS

Phone

Yes

Every other Wed starting 1st day of classes 7:00 p.m. Rm 29 IM Bldg, PSU main campus

Gary Dunmire

814-357-1134

mudtube@yahoo.com

02878
814-238-2057

36048
52823
02878
59424
26043

02878 1/3/2009
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