SECTION 9 - EXECUTIVE POLICIES

OFFICERS

This section includes policies established by the Executive Committee and the
individual officers for the operation of their departments. They do not carry the
weight of Board approval and are subject to amendment by Board action. They are
included to insure minimum misunderstanding and maximum continuity in the year

to year operation of the Society.

Executive Policies are arranged by department in the chronological order the policies

were established.
Officers

A. President
1. BOG Manuals
2. Draft Minutes
3. Meeting Agendas

B. Executive Vice President
1.-5. EVP Department
6. Department Chairman
7. NSS NEWS
8. JOURNAL
9. Caving Information Series
10. Distribution of Biennial Report
11. Special Publications Committee Policy

C. Administrative Vice President
1. Educational Grant/Loan Administration
2. Convention Registration Nos. 1 & 2

D. Operations Vice President
1. Job Description
2. The Mission of the NSS Office
3. Office, Bookstore, and Office Policies
4. NSS Archives Policy
5. NSS Staff Handbook
6. NSS Bookstore Inventory
7. The NSS Style Guide
8. Pricing NSS-published Books
9. NSS Forum Sub-Committee

Page

9.11
9.11
9.11
9.11

9.21
9.21
9.2.7
9.2.8
9.2.12
9.2.16
9.2.16
9.2.16

9.3.1
9.34
9.34

94.1
94.1
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9.4.2
9.4.2
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9.4.3
9.4.3
9.4.3
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E. Secretary - Treasurer

1. Committee Charges

2. Interest Earner on Restricted Funds

3. Donations or Payments Toward Committee
Expenses

4. Distribution of Donations

5. Signature Authority and Approval of NSS
Contracts and Agreements

6. Acknowledging Donations

7. NSS Tax Identification Number

8. Reimbursement of Travel Expenses

9. Recording Transactions

10.Calculating Acost of goods sold=

11.Recording Aadvances=

12.Account Reconciler

13.NSS Fiscal Policies

14. Defraying Travel Expenses

15.Process for Receipts

16.Process for Expenses

17.Restricted and Trust Funds (Replaced by #19)

18.Convention Fiscal Policies

19. NSS Funds

20. Procedures for Mammoth Cave Restoration
Committee (MCRC) Reimbursements

21. Procedures for Accounting Associated with

9.5.1
9.5.1
9.5.1

9.5.1
9.5.2

9.5.2
9.5.3
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9.55
9.5.6
9.5.7
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9.5.9
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9.5.13
9.5.19
9.5.21
9.5.21
9.5.25

9.5.27

Withdrawal from NSS Cave Acquisition Fund 9.5.28

22. Sale of NSS Fine Arts Salon Items

23. Reimbursement of Allowable Travel Expenses

Using Personal Car
24. NSS Chart of Accounts
25. Dept. Personnel - Job Descriptions

Directors

9.5.30

9.5.30
9.5.31
9.5.32
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This section includes policies and procedures established by the Directors for
their functions as individual Directors and for the Directorate as a whole. Itis
assembled here to clarify these functions and insure minimum misunderstanding
by present, future, and potential Directors and by other concerned members. It is
based on existing Acts and By-laws and in no way changes them. Its language
does not carry the weight of Board approval, and is subject to change by the

Directorate or by the Board (for matters concerning it respectively).

Executive Policies are arranged in the chronological order the policies were
established.

OO NO OIS WN -

. Responsibilities of Directors

. Election of Directors

. Financial Considerations

. Organization of the Directorate
. Proxies

. Election of Officers

. Executive Search Committee

. Other Functions of Directors

. Ethics
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