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KASM chapter set up

technical manual

(22.06.2005)

INTRODUCTION

KASM "chapter set up" task group

single purpose:

1 - to hold an initial public meeting where a KASM chapter is to be formed


1.1 KASM task group action during this inital public meeting:


1.2 speaker from communication required



1.2.1 to give general background about seabed mining


1.3 speaker from media group required



1.3.1 to give information about status quo in seabed mining


1.4 speaker from activity group required



1.4.1 to give information about coming and planned activities



1.4.2 to recruit volunteers


1.5 recruiting of members

2 - then to set up and install KASM chapter


2.1 to recruit local committee members


2.2 to hand over the "chapter starter kit"


2.3 to inform them about KASM structures and logistics

go to ---> D -  next page
task group members:

A from communications group


A1 to act as described in 1.2.1

B from media group


A1 to act as described in 1.3.1

C from activities group

A1 to act as described in 1.4.1 and 1.4.2

D logistics cooperator
go to ---> D - next page

KASM task group - logistics cooperator

single purpose:

D to set up a local chapter after the initial public meeting

D.1 task: to supply technical information

D.1.1 general information about KASM


1.1.1 explain Administration ADMIN


1.1.2 explain chapters functions


1-1-3 explain legal requiries i.e. AGM

D.1.2 KASM internal structure


1.2.1 who is responsible for what


1.2.2 explain group organisiation

D.1.3 data flow


1.3.1 KASM database


1.3.2 explain data flow ADMIN - chapters - ADMIN

D.1.4 money flow


1.4.1 fundraising, sponsors, donators


1.4.2 explain membership procedures

D.1.5 information flow


1.5.1 explain SOP for publishing statements for KASM


1.5.2 hand over mail addresses

D.1.6 contacts for day to day business (activities etc.)


1.6.1 hand over committee and group member list

after that the respective installed local groups take over

to run the chapter

KASM - GENERAL INFORMATION

Mission Statement:

KASM - Kiwis Against Seabed Mining - are a spontaneous community based action group who strongly oppose any nonessential seabed mining.

Our objectives are to raise public awareness of current proposals, inform as to the consequences of those proposals, and ensure that current and future governments stop considering these and any future seabed mining operations.

In so doing, we intend to protect and preserve these areas of coastline for future generations to enjoy.

We are a non political, non profit organisation, funded by subscriptions and local donations whose opinions reflect wider public sentiment.

KASM - Kiwis Against Seabed Mining - is an Incorporated Society


non profit


non political


financed by sponsors, donations, membership fees and fund raising

based in Raglan:


steering committee = Administration (later refered to as ADMIN)

KASM chapters are planned for:


Taranaki


Kawhia


Port Waikato


Auckland / Manukau


Piha / Muriwai


Kaipara Harbour

official AGM held yearly in Raglan


in April

chapter meetings held ½-yearly in Raglan


April and October


or on demand

KASM - INTERNAL STRUCTURE

ADMIN steering committee:


● chairman



marketing



design



cooperating with webmaster



reporting to ADMIN committee


● group leaders for:



- media




contacts press, TV




press releases




approving of articles to be oublished




reporting to ADMIN committee



- communication

contacts

correspondence

feedback to media

reporting to ADMIN committee



- activities

activities

venues

support affiliated groups

support fund raising venues

reporting to ADMIN committee



- fund raising




fund raising venues




cooperating with activies group




reporting to ADMIN committee

- political research

reporting to ADMIN committee

- scientific research

reporting to ADMIN committee

● secretary


minutes


filing system


proofreading articles for publishing


cooperting with media group

cooperating with webmaster


● treasurer

bank account

financial ADMIN management

reporting to marketing

● webmaster

- official website

technical maintanance

updates

statistics

uploading information

data back up

cooperating with secretary


uploading approved and proof readweb content

cooperating with chairman


updating changes regarding art & graphic as required

reporting to marketing

- KASM data base


(see "DATA FLOW"  "ADMIN to chapters")




reporting to marketing

● logistics coordinator

chapter set up

merchandise management



reporting to marketing

ADMIN STEERING COMMITEE MEMBERS

Gavin Melgren

chairman

marketing

gavin@blacksands.org.nz
Stephen Frew

media

Tracy Frew

communications

stephen@blacksands.org.nz
Bill McNatty

media

political research

spokes person

bill@blacksands.org.nz
Tim Rainger

leader media group

tim@blacksands.org.nz
Vin Glynn

secretary

vin@blacksands.org.nz
Vera van der Voorden

leader activities group

vera@blacksands.org.nz
Sheryl Hart

Kathy Gold
fund raising

sheryl@blacksands.org.nz
Peter Hohenberger

treasurer

webmaster

logistics coordinator

webmaster@KASMgroup.org
chapter steering committee:

● chairman

reporting to ADMIN committee

● fund raising

fund raising venues



cooperating with activies group



coopertating with ADMIN treasurer

reporting to chapter committee

● activities

activities

venues

support affiliated groups

support fund raising venues

reporting to chapter committee

● secretary

minutes

filing system

● treasurer

bank account

financial chapter management

reporting to ADMIN treasurer

KASM WEBSITES

official website:

www.blacksands.org.nz

public access for:



information


statements


press releases


activities


about KASM


contact KASM


join KASM online

logistics website:

www.KASMgroup.org

KASM internal use only

restricted and protocolled access, password protected, for:



KASM databases (see below)


public access for:

information database


press and media reports


documents

DATA FLOW

ADMIN to ---> chapter:

chapters have unlimited access to the KASM logistics website with databases for:

members

donators

volunteers

committee contacts

political contacts

scientific contacts

ongoing projects

information database


press and media reports


documents


manuals

templates for internal use i. e. letterheads

chapters to ---> ADMIN:

chapters can access KASM databases for input to:

members

donators

volunteers

political contacts

scientific contacts

information database


press and media reports


documents

KASM templates for stationary:

go to KASM logistics website

choose template

right click and download

save on local computer

use as seems fit

MONEY FLOW

chapters are to organize their own:

rund raising -> reporting to ADMIN treasurer for accountig

treasurer

membership structure:

koha

unwaged - whatever you can afford

Iron Sands

$10 for one year membership

includes 3 stickers: the KASM membership sticker plus two bumper stickers

Copper

$40 for one year membership

includes 3 stickers and KASM Tshirt

Bronze

$70 for one year membership

includes 3 stickers and KASM hoodsweat

Silver

$500 for one year membership

includes 3 stickers, KASM Tshirt and KASM hoodsweat

Gold

$1000

same as Silver

Platinum

$5000

same as Silver

handling of new members recruited by chapters:


take details

chapter secretary to input member data in database



chapter treasurer to transfer membership fee to ADMIN treasury



ADMIN treasruy to send receipt and certificate to new member

when joined online data goes straight through to ADMIN treasury

chapters are to refund merchandise at cost to ADMIN

(except starterkit content):

stickers

Tshirt

hoodshirt

special expenses:

will need approval from the ADMIN committee

reimbursement for expenses


only by preapproval from ADMIN committee


fill in "REQUISITION FOR REIMBURSEMENT" form (to download from logistics website)

INFORMATION FLOW

day by day business ADMIN to chapters to ADMIN is done by:


email


phone


fax

KASM email addresses to start with <first name> resp. <chapter name>

email groups ADMIN:


"media"

Tim@blacksands.org.nz

Bill@blacksands.org.nz

Stephen@blacksands.org.nz

"committee"

Gavin@blacksands.org.nz

Tim@blacksands.org.nz

Bill@blacksands.org.nz

Stephen@blacksands.org.nz

Sheryl@blacksands.org.nz

Vera@blacksands.org.nz

Vin@blacksands.org.nz

Peter@blacksands.org.nz

each chapter will have one  dedicated email address

(redirected to private email address chapter chairman)

<chaptername>@blacksands.org.nz)

KASM publishing standard operational procedure

Everythig published by KASM has to be approved by at least two members of the KASM ADMIN media group and proofread by the KASM ADMIN secretary.

1

All text for publishing - website and/or otherwise - has to go through the KASM ADMIN media group first:

Tim and Bill and Stephen

Tim@blacksands.org 
Bill@blacksands.org 
Stephen@blacksands.org
2

Only after the content of the text is approved by at least two members of the KASM ADMIN media group it will be send from there to Vin (KASM ADMIN secretary) for proofreading

Vin@blacksands.org
3

Ony after it is proofread by Vin it can be send on to the webmaster

webmaster@KASMgroup.org
to be uploaded to the website.

The approved, proofread and uploaded text will show a release date: "released dd.mm.yyyy" in the lower left hand corner of the text

Exception:

Text input by the webmaster for headlines, operational text, instructions, error messages, links etc. doesn't fall under this SOP.
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