
  

 
 
 
 

UNITED STATES POWER SQUADRON® 
 

SAIL AND POWER BOATING 
 

America’s Boating Club 
 

 
 

PHOENIX SAIL AND POWER SQUADRON, Inc. 
 

 JOB DESCRIPTIONS MANUAL  
 

ELECTED AND APPOINTED OFFICERS 
 

(Without Operational Descriptions) 
 

June 2006 
 

Document Currently Under Review 

 
 



Phoenix SPS Job Descriptions   25 June 2006 i

FOREWORD 

These Job Descriptions are designed to help a member who is assuming a service 
assignment with which they may not be familiar. The descriptions may also provide a guide for 
all Bridge Officers, the Squadron Nominating Committee when interviewing and/or evaluating 
a potential nominee. This Manual is the property of the squadron to be used where needed. 
The Squadron Chairman of Operations Training should keep it up to date and promote its use. 

The descriptions presented here are of a general nature; they may be added to or extended 
as Squadron requirements as circumstances warrant. 
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TITLE: EXECUTIVE COMMITTEE 

GENERAL: This committee acts as a "board of directors" and advises with the 
Commander on most aspects of Squadron activities. 

This committee consists of the bridge officers (Commander, Executive Officer, 
Educational Officer, Administrative Officer, Secretary, and Treasurer) and 4 members at 
large. All persons on this committee are elected by the membership at the Annual 
meeting. The Squadron Bylaws also define powers and who should be on this 
committee. 

RESPONSIBILITIES: Some of the functions of this committee are, but not limited to:  

1. General charge of policy;  

2. Management and finances of the Squadron;  

3. Custody of all property of the Squadron;  

4. First approval of all bills;  

5. Recommends dues of the membership; 

6. Approval of applications for membership; 

7. Approve nominations as Associate and Honorary memberships and transfers; 

8. Approve the appointments of the Commander;  

9. Approve any bylaw changes before being presented to the membership; 

10. Be aware of and approve the time and place of education courses; 

11. Fill any vacancy in an elective office in the Squadron until a successor has been 
duly elected; 

12. Investigate any complaint that may require disciplinary action. 



 

Phoenix SPS Job Descriptions   25 June 2006 4 

TITLE: COMMANDER 

GENERAL: The Commander is the principal officer of the squadron, and assumes the 
ultimate responsibility for leadership and management of the squadron as outlined in the 
Bylaws of the Squadron and USPS. 

RESPONIBILITIES: The Commander is a member of the National Governing Board. 
Among the duties, but not limited to, are;  

1. To read and be familiar with the Operations Manual of USPS; 

2. To have completed the Operations Training Program;  

3. To preside at all regular and executive committee meetings of the squadron;  

4. To appoint, with the approval of the Executive Committee, a Chaplain, Flag 
Lieutenant, Aides, and a Chairman for all department committees; 

5. To inform all squadron officers and committee chairmen of their duties and 
review with committee chairmen the activities that will take place in their 
committees; 

6. To serve as an ex-officio member of all squadron committees except Nominating, 
Rules, and Audit Committees;  

7. To attend, as a bridge officer, all District council and conferences meetings and 
to express the desires of the squadron at these meetings; 

8. To attend the Governing Board Meetings whenever possible; otherwise, arrange 
for a proxy to vote for the squadron;  

9. To insure that the squadron does not become officially and improperly involved in 
legislative matters whether local, state or national;  

10. To participate in all squadron functions;  

11. To prepare all reports and answer promptly all correspondence from District and 
national officers;  

12. To conduct all squadron ceremonies in an informed and dignified manner and to 
insure that squadron members wear the uniform and insignia correctly;  

13. To prepare and submit recommendations for Merit Mark Awards to the Area 
Monitor in a timely manner;  

14. To report to the District Executive Officer; 

15. To report to The Ensign, "Last Horizon”, a member's demise after obtaining 
Permission from the deceased's family; and 

16. To pass on to a successor all files concerning squadron business transacted 
during a term of office 

. 
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TITLE: CHAPLAIN  

GENERAL: The Squadron Chaplain shall be the spiritual advisor to the Squadron 
Membership. 

RESPONSIBILITIES The Chaplin shall be responsible for: 

1. Pronounce invocations and benedictions at squadron meetings, functions and, at 
the request of the Commander, other appropriate occasions in an ecumenical 
manner;  

2. Be able to advise and counsel all squadron officers who may wish suggestions 
about religious ceremonies, prayers and other activities;  

3. Insure that appropriate squadron protocol is achieved pertaining to the 
squadron's ill or deceased members and their families.  

4. Assist visiting USPS member dignitaries, or others, who may need help in 
locating religious services; and  

5. Provide aid and comfort to any member desiring this service.  
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 TITLE: LAW OFFICER 

GENERAL: A good foundation in corporate and government law will enhance the efforts 
of the Squadron Law Officer. Initial incorporation papers, purchase contracts and leases, 
as well as squadron bylaws are all processed without undue difficulty when the counsel 
of a good law officer is obtained. The Law Officer should be a member of the Bar in the 
state wherein the squadron is located. 

The Law Officer should also be available to assist the Rules Committee and the 
Legislative Committee when counsel may be desired and should consult with the District 
and National Law Officer on any legal matters affecting the local squadron. 
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TITLE: FLAG LIEUTENANT  

GENERAL: The Flag Lieutenant is the selected right hand and personal aide to the 
Commander  

RESPONIBILITIES:  Shall include but not limited to:  

1. Be fully aware of all duties and scheduled functions that the commander may be 
required to attend;  

2. Work with the Liaison Officer to insure that all honored guests are properly 
welcomed and escorted;  

3. Travel with or for the Commander, if necessary, on squadron business; and  

4. Communicate with the Commander, not waiting for the Commander to call.  
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TITLE: AIDES 

GENERAL: Aides are a select, knowledgeable group of helpers to assist the 
Commander 

RESPONISIBILITIES : May include:  

1. Arrange meetings and apprentice programs where applicable;  

2. Entertain distinguished guests and visitors;  

3. Conduct surveys and correct information; and  

4. Communicate with the Flag Lieutenant or the Commander for any specified 
assignment during a squadron function.  
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TITLE: MERIT MARK COMMITTEE 

GENERAL: Accreditation is the direct responsibility of the Commander. Gathering and 
evaluating in depth information about each squadron member to insure that just 
recognition is a task begging for help. The chairman should read and be familiar with 
Chapter 16 of the Operations Manual. 

If the Executive Officer wishes to progress to become Commander, the task of preparing 
Merit Mark recommendations will expose him to all of the member's talents and 
accomplishments. This information is invaluable in selecting and assigning members at 
a later date. An additional helpful member could be a Past Commander. 

Also, the Nominating Committee should utilize the Merit Mark Committee's reports in its 
selection process. 

The generation of the merit mark report is easily accomplished using the tools available 
in the USPS DB2000 software. 

Obtain the latest squadron roster from the Internet or the squadron database 
administrator. 
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TITLE: EXECUTIVE OFFICER 

GENERAL: As an elected bridge officer, the Executive Officer is responsible for the 
functions described as "external affairs", and should be well acquainted with the 
Operations Manual. 

RESPONSIBILITIES: The Executive Officer may be assigned other duties by the 
Commander but primarily supervises the following committees:  

Boat Show 
Cooperative Charting 
Liaison 
Legislative 
Public Relations 
Radio Technical 
Safety 
Conference Chairman 
Awards Chairman 

1. The Executive Officer is a member, ex-officio, of all committees of the Executive 
Department and is responsible for seeing that they function properly in 
accordance with the policy and authority of USPS. 

2. The Executive Officer answers to the membership, Executive Committee and the 
Commander. In the absence or incapacity of the Commander, the Executive 
Officer temporarily assumes the duties of the Commander. 

3. As a bridge officer, the Executive Officer is encouraged to attend all District 
Council and Conference meetings and any other the Commander may assign. It 
is also helpful to attend National meetings when possible. 

4. The Executive Officer, at the end term, shall turn over to a successor all reports, 
records and communications and documents pertaining to the squadron. 
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TITLE: BOAT SHOW COMMITTEE 

GENERAL: The Committee distributes prepared material to present THE USPS civic 
service properly and adequately to the general public at boat shows, fairs and other 
functions.  

RESPONSIBILITIES: Some of the duties of the Committee are as follows:  

1. Work closely with the Public Relations Officer;  

2. Supervise the design, structure and display of the squadron booth;  

3. Responsibility for squadron exhibits and all attendant material;  

4. Scheduling personnel to staff the booth or, if an exhibit by more than one 
organization, assist as necessary to schedule personnel for it; and  

5. Recommend that personnel manning the booth or exhibit wear suitable attire.  

6. There is to be no discussion with the Boating Course prospects of courses, 
membership or privileges restricted to USPS members. 

7. The Boat Show Committee is responsible for the storage and maintenance of the 
booth and/or exhibit material. A record should be maintained of all items, 
including the location and condition.  

8. A complete record of past and present performances should be available and 
passed on to successors. 
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TITLE: COOPERATIVE CHARTING 

GENERAL: The Cooperative Charting Chairman is responsible for promoting the 
activities of charting in the boating area of the squadron. The Chairman should initiate 
cruises or land parties to search out and report any discrepancies or errors found to exist 
for the Geodetic Marks of the National Geodetic Survey Division (NGSD), and the charts 
of the National Ocean Survey (NOS) or the Coast and Geodetic Survey (C&GS). Inland 
lakes and rivers are referenced to the U. S. Corps of Engineers.  

RESPONSIBILITIES: A seminar should be held at least once a year in the squadron, 
preferably early in the season. 

1. Charting activities consist of making reports of necessary chart or geodetic mark 
corrections in whatever area they are found. 

2. Immediate problems such as buoys off station, failed lighted buoys, etc., should 
be reported promptly to the nearest Coast Guard facility with a copy to NOAA. 

3. It is the duty of the Cooperative Charting Chairmen to check reports from the 
members. 

4. The committee chairman should log them in to be assured of proper credits, then 
send them to the District Cooperative Charting Chairmen who is responsible for 
logging and forwarding to the National Oceanic and Atmospheric Administration 
(NOAA) or USPS as appropriate. 

5. All previous records of the Cooperative Charting Chairman must be forwarded to 
a successor. 
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TITLE: LIAISON COMMITTEE 

GENERAL: This committee acts as liaison with public agencies and departments 
excepting those which are the responsibilities of other committees.  

RESPONISIBLITIES:  

1. The duties of this committee are restricted to matters of local concern.  

2. The chairman develops and maintains good relationships with private boat clubs, 
Coast Guard and its Auxiliary, Corps of Engineers, Game and Fish Department 
and other services or agencies related or concerned with water based 
recreational activities.  

3. The chairman recommends to the Commander the name(s) of possible invitee(s) 
to any squadron affairs. He then serves as host to invited guests as directed by 
the Commander. 

4. The Liaison Committee should stay in contact with the PRO. 

5. The Liaison Committee is responsible for presentation and retirement of the 
colors at formal squadron functions.  

6. No Squadron Liaison Committee may contact any office which is the 
headquarters of a national organization or federal agency without obtaining 
authorization through the National Committee whose responsibility they are. 

7. Reports to the District Liaison Committee as may be requested. 
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TITLE: LEGISLATIVE COMMITEE  

GENERAL: The Legislative Committee reviews legislative matters, enacted or proposed, 
affecting boating in the squadron area in order to keep the commander and membership 
informed.  

RESPONSIBILITIES: 

1. The Squadron Legislative Officer works with the District Legislative Officer to 
keep the District and National Committees aware of legislation affecting boating 
and USPS.  

2. While legislation affecting boating may be of interest to USPS or to many 
members of USPS, taking issue on matters as an organization or as a member 
USPS can only be done with approval of the Chief Commander. 

3. Any member may appear as a private citizen at a hearing at which their desires 
to testify or to be heard, provided that they DO NOT represent USPS or any of its 
units. Correspondence is also permitted as a private citizen. 

4. Whenever there is any doubt concerning the propriety of action on any legislative 
matter, the District Legislative Officer MUST be consulted, then National if 
necessary. 
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TITLE: PUBLIC RELATIONS OFFICER 

GENERAL: This committee handles promotions, media news releases, posters, flyers, 
paid ads, public events and anything that will enhance the public image and tell the story 
of USPS and local squadron service. 

RESPONIBILITIES: The Public Relations Officer (PRO) duties may be divided into four 
parts:  

1. Year round PR program consistent with standards of privacy and public relations 
exhibited by other bonafide private membership organizations in the community;  

2. The publication of dates, locations and other information pertaining to one of our 
civic services;  

3. Help develop special promotion plans in connection with major events in the 
squadron; and  

4. Work with the Chairman of Boating to publicize the time and location of the 
Boating Course;  

5. All activities relating to public relations should be performed by the PRO in 
accordance with programs and guidelines offered by National and District 
Committees.  

6. The PRO should make proper use of all materials made available by the National 
PR Committee and, prior to releasing information to the public and, clear all 
material with the Commander or Executive.   

7. The PRO should also work with the Liaison Committee. 

8. The Squadron PRO serves as a member of the District Public Relations 
Committee. 
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TITLE: RADIO TECHNICAL OFFICER 

RESPONIBILITIES: The duties of the Squadron Radio Technical Committee include, but 
are not limited to:  

1. Facilitating action on radio and electronic matters within the squadron.  

2. Disseminating USPS policy on all matters relative to operation of marine 
electronics equipment;  

3. Advising members of changes in Federal Communications Commission (FCC) 
Rules and Regulations, international treaties and requirements of other 
regulatory bodies affecting telecommunications, and  

4. Working closely with the Education Department.  

5. The RTO should consult with interested members relative to individual problems 
or opinions and be prepared to discuss same with the D/RTO or USPS Marine 
Electronics Committee.  

6. The RTO should promote safety afloat by encouraging the members of his 
squadron to understand the FCC Rules and Regulations and to have knowledge 
of approved operating procedures for radio equipment of all kinds.  

7. The RTO should inspire observation of good manners and customs in obtaining 
efficient utilization of the radio channels allocated to the marine services. 

8. The Radio Technical Officer is, ex officio, a member of the District Radio 
Technical Committee. 
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TITLE: SAFETY OFFICER 

GENERAL: The Safety Officer is selected on the basis of their interest in marine or 
industrial safety and carries on an informative program during the year. : 

The Safety Officer will be expected to communicate with other safety organizations in his 
vicinity and serve as a member of the District Safety Committee. 

The Safety Committee shall cooperate with the Public Relations Committee to prepare 
ideas and suggestions to bring safety considerations to the attention of the public. 

RESPONIBILITIES   Duties shall include:  

1. Working closely with the educational staff to relate the teaching of certain 
subjects in their application to the promotion of safe boating;  

2. Being responsible for the distribution of bulletins, posters, safety literature, etc. 
received from National and District Safety Committees;  

3. Originating such safety propaganda as will be applicable to the squadron's area;  

4. Maintaining an adequate safety patrol at squadron rendezvous;  

5. Initiating such safety events as will educate and interest the squadron 
membership;  

6. Participate in the annual National Safe Boating Week activities; and  

7. Making the public aware of safe boating practices all year, thereby performing a 
civic service.  



 

Phoenix SPS Job Descriptions   25 June 2006 18 

TITLE: CONFERENCE CHAIRMAN 

GENERAL: This person is appointed by the Commander and should have attended 
many conferences.  

RESPONSIBILITIES: Duties are:  

1. Assist the Commander in encouraging members to attend District conferences by 
making announcements at meetings selling the value of the conferences as 
informative and entertaining affairs, providing promotional copy on District 
conferences to the squadron newsletter editor well in advance of scheduled 
conferences and working with the Transportation Chairman in arranging group 
transportation to a District conference if desired.  

2. Coordinate with the Squadron Executive Officer and the Squadron Commander 
the planning and operation of a District conference when the squadron acts as 
host squadron.  

3. Obtain commitments for suitable lodging, meeting rooms, meal service, and 
ground transportation for members attending the conference. 

4. Direct the activities of various committee chairman involved in putting on the 
conference.  

5. Prepare a Conference Budget (Profit/Loss Statement) for approval by a District 
Council prior to an upcoming Conference. 

6. Be sure that financial information regarding a completed conference is forwarded 
to the Squadron Audit Committee without delay.  
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TITLE: AWARDS CHAIRMAN  

GENERAL: The Awards Chairman is appointed by the Commander and accesses 
information regarding traditional squadron awards and evaluates the need for additional 
awards.   

RESPONIBILITIES: 

1. Collects the necessary information to determine the candidates to be considered 
for awards.  

2. After soliciting input from the Squadron Executive Committee, develops 
recommended guidelines to be followed in selecting recipients for squadron 
awards.  

3. This Chairman maintains records of those members who receive awards. 

4. An added responsibility may be to coordinate ordering flags and plaques at the 
time of Change of Watch. 
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TITLE: SQUADRON EDUCATIONAL OFFICER  

GENERAL: The SEO is elected annually by the members of the squadron upon 
nomination by the Squadron Nominating Committee and approval by the District 
Educational Officer acting for the National Educational Officer. The SEO is a member of 
the District Educational Department, the Squadron Bridge and executive Committee.  

The SEO manages all of the education activities of the squadron including the Public 
Boating Course and the entire membership educational curriculum. The SEO shall 
encourage the membership to avail themselves of all the courses offered by the 
squadron.  

RESPONSIBILITIES: The duties of the SEO shall include, but are not limited to:  

1. Regular reporting to the Executive Committee and the membership on 
educational activities of the squadron;  

2. Making recommendations to the Commander concerning appointments for an 
assistant SEO and Chairman of Local Boards, Training Aids and Supplemental 
Programs;  

3. Attending, as a bridge officer, District council and conferences meetings;  

4. Making certain that all participants in the educational activities of the squadron 
are properly instructed and are qualified to handle their duties;  

5. Serving, as a member of the District Educational Department, as liaison for all 
information from and to National and District;  

6. Cooperating closely with the squadron Public Relations Officer and Squadron 
Newsletter Committee Chairman in promoting educational activities;  

7. Maintaining records needed to supply the Commander with Merit Mark 
recommendations for all those participating in the squadron educational 
activities;  

8. Holding Educational Department organization and planning meetings;  

9. Insure that proper USPS examination procedures are followed;  

10. Insuring that all reports and forms are filed correctly and in a timely manner, 
specifically statistical information to National;  

11. Keeping the Asst. SEO abreast of all matters;  

12. Passing on to a successor all pertinent records and course outline upon 
completion of term of office.  



 

Phoenix SPS Job Descriptions   25 June 2006 21 

TITLE: ASSISTANT EDUCATIONAL OFFICER  

GENERAL: There may be an Assistant Educational Officer (Asst. SEO) nominated and 
elected in the same manner as the SEO. The Asst. SEO is neither a member of the 
Squadron Bridge nor the Executive Committee, but assists the SEO as directed. In the 
absence or incapacity of the SEO assumes the duties of the SEO, including voting at 
any meeting. 

RESPONIBILITIES: Duties may include, but are not limited to:  

1. Maintain a library of: 
 Films 
 Videos  

2. Compiling information for educational contests, awards, etc. 

3. Assist the SEO in determining course candidates. 
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 TITLE: CHAIRMAN OF LOCAL BOARDS  

GENERAL: The Local Boards for Boating, Advanced Grades, and Elective Courses are 
responsible for the squadron instruction and examinations in their respective fields. The 
Chairman and members are appointed by the Commander upon recommendation and 
advice of the SEO. Each serves for one year or until a successor has been appointed 
and qualified. No such person shall continue to serve as Chairman or member whose 
qualifications are unacceptable to the District Educational Officer or the National 
Educational Officer. These chairpersons need the approval of the DEO acting in the 
stead of the NEO. Local Boards must be alert to the need for improvements or changes 
in course material and communicate such information to District and National 
Educational Departments.  

RESPONIBILITIES: Duties of the Chairman include:  

1. To work closely with the SEO in recruiting and training all Educational 
Department personnel;  

2. Assist the SEO in establishing educational objectives and setting schedules, fees 
and facility requirements;  

3. With the assistance of the class chairman, order course materials and 
examinations and handles the return of any not used. (Only the Commander, 
SEO, Assistant SEO and CHLB may order these materials);  

4. Maintain close liaison with the Class Chairman about all administrative details of 
operating the class successfully; and  

5. Maintain complete and accurate records for all classes conducted in their area 
and provide the SEO with copies of all reports, statistics and other records.  
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TITLE: CLASS CHAIRMAN  

RESPONIBILITIES: Duties are as follows, but not limited to:  

1. Assists the CHLB in the development of class schedules, facility requirements 
and schedule of fees;  

2. With the assistance of the Chairman of Teaching Aids and the Instructors, 
develops effective training aids for all lectures;  

3. Responsible for the collection and forwarding with detailed records of all money 
from course fees and sale of supplies;  

4. Advise the CHLB and SEO of class problems and suggestions for improvement 
of course material and procedures;  

5. Responsible for seeing classes are conducted in an orderly manner, the review 
of assigned homework, and the preparation of the class for examination.  
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TITLE: CHAIRMAN OF THE TEACHING AIDS COMMITTEE  

GENERAL: This Chairman and the committee members are appointed by the 
Commander upon recommendation by the SEO. The Chairman of Teaching Aids 
Committee is a member of the Squadron Educational Department and the District 
Teaching Aids Committee.  
 
RESPONSIBILITIES: The duties include:  

1. Responsibility for constructing and maintaining teaching aids for the various 
courses offered by the squadron;  

2. Familiarizing all instructors with the teaching aids currently available to them and  

3. Arranging to exhibit those teaching aids deemed proper for this purpose at 
District and National meetings.  
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TITLE: CHAIRMAN OF THE SUPPLEMENTAL PROGRAMS COMMITTEE  

RESPONSIBILITIES: This committee is responsible for the promotion and teaching of 
Supplemental Programs which currently include:  

Boat Insurance 
Calculators for Navigation 
Compass Adjusting 
Global Positioning System (GPS) 
GMDSS and Marine Radio, The Boat Owner's Guide to 
How to Fly Flags 
Knots, Bends and Hitches for Mariners 
Marine Amateur Radio 
Navigational Astronomy 
Plotting and Labeling Standards 
Predicted Log Contest 
Radar 
Sailing, Introduction to 
Sight Reduction Methods 
Skipper Saver 
USPS Nautical Glossary 
Water Sports 

1. The Skipper Saver Program may be made available to yacht clubs and similar 
organizations concerned with boating education and safety. Some restrictions 
concerning presentation apply. 
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TITLE: HOUSING COMMITTEE 

GENERAL: The Housing Committee should be well versed in USPS Bylaws relative to 
where various squadron meetings and activities shall be held, what purchase or leasing 
agreements may be made and what the overall needs are to meet its goals. Close 
liaison with Education, Membership, Budget and other relevant committees is 
recommended. 
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TITLE: EDUCATIONAL PROPERTY COMMITTEE 

GENERAL: The Educational Property Committee is responsible for the dispensing and 
storing of educational materials, teaching aids and property such as overhead 
projectors, screens, sextants, etc. 
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TITLE: ADMINISTRATIVE OFFICER 

GENERAL: As an elected bridge officer, the Administrative Officer (AO) is responsible 
for the functions described as "internal affairs" and  should be well acquainted with the 
Operations Manual. The committees under the Administrative Officer include:  

Membership 
Membership Involvement 
Boating Activities 
Meetings and Programs 
Entertainment 
Operations Training 
Leadership Development 

RESPONSIBILITIES: The Administrative Officer is a member, ex-officio, of all 
committees of the Administrative Department and is responsible for seeing that they 
function properly and in agreement with policy and authority of USPS. 

1. The Administrative Officer may be assigned additional duties by the Commander 
to enhance training for eventual progression to Executive Officer to Squadron 
Commander.  

2. In the absence or incapacity of the Executive Officer and the Commander, the 
Administrative Officer will temporarily assume their duties. 

3. As a bridge officer, the Administrative Officer is encouraged to attend all District 
council and conference meetings any other the Commander may assign.  

4. It is helpful to attend National Meetings when possible. 

5. At the end of term, the Administrative Officer shall turn over to a successor all 
reports, records, communications and documents pertaining to the squadron. 
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TITLE: MEMBERSHIP CHAIRMAN 

GENERAL: The Squadron Membership Committee is concerned with the acquisition of 
new members. 

RESPONSIBILITIES:The chairman and committee members have the responsibility of  

1. Interviewing all candidates for membership.  

2. Preparing and completing all forms required for membership.  

3. Notifying all candidates being accepted for membership, after obtaining approval 
of the Executive Committee.  

4. The Membership Chairman should work in close harmony with the squadron 
treasurer and secretary in processing dues and fees to make sure the new 
members are added to the rolls and mailing list without delay. 

5. The chairman must keep records and make required reports to the District and 
National Membership Committees.  

6. The chairman should retain a current copy of the Membership Manual and be 
very familiar with all the types of membership. 

Active  

Regular member 

Unattached member 

Family  

Adult family member 
 
Junior family member 

Honorary 

"Statuses" of active 
membership:  

Senior 
Life 
Sustaining member 
Governing Board member 
emeritus 

Squadron by-laws provide 
for:  

Associate member 

7. Each squadron member should be considered an active member of the 
Membership Committee. 
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TITLE: MEMBER INVOLVEMENT 

GENERAL: The chairman and committee members shall have the primary responsibility 
of leading the squadron membership in developing and implementing ways of involving 
all squadron members, new and old of all ages, in squadron activities. 

RESPONIBILITIES: The chairman should:  

1. Work closely with the Membership, Boating Activities, Educational 
Department, Meetings and Programs Committees, and Squadron Bridge 
Officers.  

2. Be generally familiar with the squadron members and should inquire as to 
the make-up of member's families, including children, their desires and 
expectations for participation.  

3. Have a committee of sufficient size to keep in periodic contact with any 
and all members who are new or have not been active in squadron 
affairs.  

4. Make arrangements with the Commander, through the Administrative 
Officer, for the indoctrination of new members through the Orientation 
Program.  

5. Provide a communications link between the new member or older inactive 
member and the squadron through whatever means deemed appropriate, 
including but not limited to:  
 Personal visits  
 Postcards  
 Telephone  
 Buddy system  

6. Special meeting for new and inactive members of all ages  

7. Attend District council and conferences meetings to exchange information 
with other squadrons. 

8. Be a member of the District Member Involvement Committee.  
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TITLE: PERSONNEL COMMITTEE 

GENERAL: Starting with the initial interview, it is essential that the squadron gathers and 
maintains current personnel records. In those cases where squadrons are of such small 
size that combining committee responsibilities is a necessity, the Membership 
Committee Chairman might assign this function to a committee member. The Squadron 
Secretary's records are a foundation for this activity. Member achievements should be 
added to the files as they occur.  

RESPONISIBILITIES: This committee should:  

1. Maintain an inventory of the skills of each squadron member;  

2. Survey the squadron for position preferences;  

3. Furnish recommendations of qualified member's choices to the Nominating 
Committee, Commander Elect and Bridge Officers Elect;  

4. Be aware of and use the Squadron Job Descriptions Manual.  

5. Well kept personnel files are of utmost importance if the Nominating Committee 
and other committees are to select the best possible candidates for squadron 
office vacancies.  

The Merit Mark Committee should rely on this data base, so that proper recognition is 
equally administered.
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TITLE: BOATING ACTIVITIES CHAIRMAN  

GENERAL: The Boating Activities Chairman and committee, working under the 
Administrative Department, should plan day, weekend and longer squadron cruises. 
Plans should include destinations accessible by boat or auto when possible. Dates 
should be selected that do not conflict with District or National functions. Publicity 
through the squadron newsletter should be timely and contain all information regarding 
starting point, cruise route, dockage and lodging facilities where applicable, fuel 
availability, meal arrangements, programs and phone number of whomever is in charge 
if there are any questions.  

RESPONISIBILITIES: With the approval of the Commander, invitations to Squadron 
officers and other squadrons may be sent out.  

1. Activities should be planned in sufficient time to be sent to The Ensign for 
publication via an event registration at 
http://www.usps.org/national/boatact/cr_rendform.ht ml. 

2. Review the list of USPS Cruises and Rendezvous for the current an previous 
year that can be found at: 
http://www.usps.org/x/x.pl/x/x.cgi?boatact/member/c andr.html  

3. Many subcommittees should be set up to make cruises successful. These may 
include: 

Dockmaster: Be on hand to make arrangements for dockage 
and help tie up Boats. (Should monitor a VHF 
radio watch to direct skippers Into the harbor).  

To coordinate a cookout, catered affair, 
restaurant or a dish to share. 

Program Committee: To provide games, entertainment, predicted log 
contests, fishing contests, rafting and sail races 
to be sure all age ranges present have suitable 
activities. 

Crew and Boat 
Registration: 

To check for boat owners who wish to offer 
accommodation to members who would like 
same. 

Fleet Captain: To set a true course and keep everyone together 
and insure Them a good time. 

9. The chairman should work closely with Port Captains along the route and at the 
destination of a cruise. 

10. Be familiar with the USPS Cruise and Rendezvous Planning Guide.  It can be 
found at http://www.usps.org/x/x.pl/x/x.cgi?boatact/member/g uide.html  
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TITLE: PORT CAPTAINS 

GENERAL: The primary objective of Port Captains is to serve fellow members of USPS 
and to be helpful and friendly to all who seek assistance.  

RESPONIBILITIES: Some information the Port Captain should have available, but not 
limited to, is:  

1. Familiarity with the water in the area and warn of hazards to navigation;  

2. Location and phone numbers of marinas and mechanics;  

3. Knowledge and phone numbers of local doctors and dentists who would be 
willing to treat a transient when necessary; the transient has to make the decision 
of who he sees,  

4. How to reach an ambulance or rescue squad;  

5. Know the time and place of local squadron meeting;  

6. Location of quality restaurants and motels in the area and also where to obtain 
provisions;  

7. Location of nearby U.S. Coast Guard Station and Coast Guard Auxiliary;  

8. How to reach the local Squadron Commander; and  

9. Provide time and places of religious services.  

10. The objective is to provide information, reliable advice and comradeship. We aim 
to make our fellow boater a friend. 

11. Any squadron member wishing to serve as a Port Captain should submit a 
registration via http://www.usps.org/national/PortC/pcform.html  for inclusion 
in the national Port Captain’s Directory.   

12. The Port Captains Directory is located at: 
http://www.usps.org/x/x.pl/x/x.cgi?PortC/member/mai n.html  

13. Be familiar with the USPS Port Captain’s Guide which can be found at: 
http://www.usps.org/x/x.pl/x/x.cgi?PortC/member/mai n.html  
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TITLE: MEETINGS AND PROGRAM CHAIRMAN 

GENERAL: This Chairman and committee are responsible for arranging meeting places, 
times, speakers and/or interesting programs. 

RESPONIBILITIES: The Committee’s duties may include:  

Ticket sales (if a dinner or special event meeting) 
Reception - guest name tags 
Decorations 
Entertainment  

Change of Watch 
Founder's Day 
Christmas Parties 
Special Programs 

Transportation 

1. Resources include local film libraries, speaker bureaus, service organizations, 
travel agencies, government agencies, local historians and fellow USPS 
members who may share travel and other experiences.  

2. Be familiar with the USPS Speaker’s Bureau located at: 
http://www.usps.org/x/x.pl/x/x.cgi?boatact/member/s peaker.html  

3. Consider field trips and tours to manufacturing plants, lighthouses, planetariums, 
marine museums, boatyards and the like.  

4. Also consider a separate program for young family members and 
children/grandchildren of members more suitable to their ages and interests. 

5. Well planned, interesting programs may for many members be the main 
justification to attend meetings and this could be one of the main motivations for 
retention. 
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TITLE: ENTERTAINMENT COMMITTEE 

GENERAL: This committee may be used to supplement the efforts of the Meetings and 
Program Committee in arranging for and providing entertainment for the membership at 
dinners, Change of Watch programs and larger-than-routine meetings. Since such 
affairs require much attention to detail, the entertainment portion can be delegated to 
this committee. Details of making arrangements for an orchestra or music, booking of 
entertainment, direction for a show and providing movies and/or speakers are typical 
assignments given to the Entertainment Committee.  
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TITLE: OPERATIONS TRAINING PROGRAM 

GENERAL: The Chairman or Presenter and the committee should have in-depth 
experience within USPS (Squadron, District and National) and to educate members and 
prospective committee chairman with respect to all operating aspects of the Squadron, 
District and National. 

RESPONIBILITIES: Should:  

1. Present the 6-hour minimum OT Program at least once a year;  

2. Obtain OTP material for presenting the program;  

3. Process proper forms to obtain Operations Training Certificates of Completion; 
and  

4. Maintain current copies of the Operations Manual, Operations Training Manual, 
Squadron Bylaws, Policies & Procedures, these Job Descriptions, plus any other 
pertinent materials  

5. It is usually desirable to solicit help from past commanders, bridge officers and 
the D/OT Chairman in presenting the Program, taking into account their 
experience. 
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TITLE: LEADERSHIP DEVELOPMENT PROGRAM 

GENERAL: The chairman or presenter should have experience as a leader within USPS 
or any other organization or be qualified by having taken such a program in industry. 

It is essential that the squadron leadership development presenter (LDP) take the LDP 
from a qualified presenter from District or National. It is also recommended that the 
operations training program be completed before taking the LDP. 

The LDP present workable tools for a practical approach to leadership be it a bridge 
position, committee chairman or someone interested in becoming one of the 
aforementioned. 

RESPONSIBILITIES: Duties include:  

1. Order LDP manuals for each prospective student;  

2. Forward the reading portion in advance of the class if possible;  

3. Hold a classroom session of approximately 3 hours duration;  

4. Obtain certificates of completion by completing form OT-3 and forwarding one 
copy to headquarters and a second one to the District operations training 
chairman.  
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TITLE: SQUADRON SECRETARY 

GENERAL: As a bridge officer, the Secretary is encouraged to attend District Council 
and Conference meetings and to read and be familiar with Section 5.19 through 5.35 of 
the Operations Manual.  

RESPONSIBILITIES: The Secretary shall:  

1. Keep the official squadron log of attendance and minutes of general, executive 
and special meetings;  

2. Maintain an up-to-date mailing list for meeting notices and squadron 
communications;  

3. Have custody of the official copy of the Squadron Bylaws and keep it up to date.  

4. Keep up to date the squadron Policies & Procedures and have them revised 
periodically for deletion or addition to Bylaws;  

5. Maintain a file of all documents, records and communications of the squadron;  

6. Handle such official correspondence as the Commander designates;  

7. Report to the National Secretary on forms provided by headquarters, the names 
and addresses of the newly elected squadron officers;  

8. Cooperate with the Squadron Treasurer in processing information and forms 
relating to new members, transferring members and reinstatements; and  

9. Send the list of delegates and alternates for council and conferences meetings to 
the Squadron Secretary at the appropriate time.  

10. An Assistant Secretary may be elected or an assistant to the Secretary may be 
appointed to work with the Secretary as required. This person should be capable 
of assuming the office of Secretary when required. 

11. Other committees that may be found under the Secretary's Department can be: 

Historian 
Roster 
Telephone Committee 
Squadron Newsletter Editor/Publisher 
The Ensign Correspondent 
Information Technology  
Database Manager  
Electronic Mailing List Administrator  
Webmaster. 
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TITLE: SQUADRON HISTORIAN 

GENERAL: Appointed by the Commander and working in the Secretary's Department, 
this person should be willing to serve for more than a year in order to become a link 
between Changes of Watch. 

RESPONISBILITIES: The Historian serves as custodian of records including:  

1. Minutes of Organization Meetings  

2. The Squadron Charter;  

3. List of Charter and Honorary Members;  

4. Records of Incorporation;  

5. Bylaws including amendments;  

6. Important correspondence including Safe Boating Proclamations;  

7. Minutes of meetings;  

8. Publicity clippings and photographs;  

9. Biographies and photos of present and past officers;  

10. Special awards given or received.  

11. Prepare the Squadron Historian Report and submit to District Historian each year 
within 30 days of the Change of Watch 

12. The Historian shall also advise the Commander of significant anniversaries and 
solicit help from all members in collecting information and photographs pertaining 
to all squadron activities that may be retained as part of the squadron history. 
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TITLE: SQUADRON NEWSLETTER EDITOR/PUBLISHER  

GENERAL: This Chairman and the committee produce and edit the squadron newsletter 
to keep the membership fully informed of coming events, announcements, review of 
recent events, etc. Among those serving on the committee may be a photographer, a 
publisher or printer, an advertising manager and reporters.  

The Squadron Newsletter is the main vehicle of communication with the membership. 
Although the publication may vary, the important consideration is quality in 
communicating all essential information accurately. 

RESPONSIBILITIES: Duties of the Chairman and the committee are to:  

1. Determine the contents and plan each issue,  

2. Request material from officers, committee chairman and other members of the 
squadron;  

3. Proofread the copy working in as many pictures the photographers may furnish; 
and  

4. Distribute finished issues to the membership in hard copy and electronic media.  

5. Maintain a record of the members that wish a hard copy of the newsletter. 

6. Submit a hard copy of the newsletter to the USPS Squadron Publications reader. 



 

Phoenix SPS Job Descriptions   25 June 2006 41 

TITLE: PHOTOGRAPHER 

GENERAL: This person/s should be familiar with the operation of a camera or cameras, 
work with the Editor and attend all squadron functions and should furnish photographs to 
the PRO chairman, Editor, Historian, Ensign Correspondent and display them whenever 
possible. 

RESPONSIBILITIES: Some events to be covered are, but not limited to:  

1. Change of Watch  

2. Special awards  

3. Special activities  

4. Special guests  

5. Special presentations  

6. The photographer should keep in mind that one picture is worth more than a 
thousand words and that everyone likes to be in pictures. 
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TITLE: THE ENSIGN CORRESPONDENT 

RESPONISIBILITIES: This person will act as a reporter of squadron news that will be of 
national interest and should report on such items, but not limited to:  

1. Cruises and rendezvous;  

2. Boat shows;  

3. Special events; and  

4. Squadron meetings.  

5. The Squadron Ensign Correspondent will forward articles and photographs, if 
available, to The Ensign through the District Ensign Correspondent. 
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TITLE: INFORMATION TECHNOLOGY COMMITTEE 

GENERAL: To provide guidance and support for the Squadron on the use of computers 
and software for USPS applications. 
 
The committee shall consist of the Chairman of the IT Committee, the Squadron 
Database Manager, Webmaster, and the Email List Administrator.  In addition, the 
District IT Committee members shall be included as appropriate when their positions are 
filled. 
 
RESPONSIBILITIES: 

 
1. To maintain an awareness of the computer software resources provided by the 

USPS and promote is use within the Squadron. 

2. Serve as Administrator for the electronic passwords supplied to the Squadron 
Commander. 

3. To promote the exchange of information and resources within the Committee. 

4. To maintain contact with the National ITCom and whenever possible attend its 
meetings at the USPS Annual and Governing Boards.   

5. Be listed with the ITCom as the Squadron representative and maintain/update 
the ITCom contact information website at: 

www.usps.org/national/tools 

6. Changes and/or updates are done via the “Update/View Squadron/District 
Information Displayed to the Public” link on the above website. This requires the 
use of the Squadron account number and password for access. 

7. To act as administrator for the Squadron account and passwords used for limited 
access to Squadron information.  New passwords are issued each year in May 
and are mailed to the Squadron Commander. 

8. Responsible for the thorough training of their subordinates and successor. To 
enthusiastically promote and support the efforts of the Squadron Committee 
members. 

9. To prepare article(s) for publication in the Squadron newsletter. 

10. To prepare an annual committee budget, if required, and submit to the Squadron 
Secretary. 

11. To prepare a written annual report at the end of the Watch year, in such detail as 
requested by the Squadron Secretary 

12. To turn over to a successor all files, records, reports, communications and 
documents of the Squadron.  
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TITLE: SQUADRON DATABASE MANAGER  

GENERAL: To provide electronic database guidance and support for the Squadron 
operations. 
 
To serve as liaison with the National and District Information Technology Committees. 
 
RESPONSIBILITIES: 
 

1. To provide the Squadron Secretary with organization and member information 
used in the preparation of the Squadron Directory.  

2. To support all Squadron Committees that may require any database information. 

3. To maintain records of Squadron members that do not have email capability or 
have “opted-out” of the Squadron electronic mailing list. 

4. To prepare a Squadron roster and organization CSV files for the Squadron 
Webmaster.  The organization file is required annually or at any time a change is 
made to the Squadron organization.  The roster file should be prepared and sent 
to the Squadron Webmaster anytime a change is received for the Squadron 
database that impacts the listings in the online roster.  This is typically a weekly 
process. 

5. Advise the Squadron Mailing List Administrator of any additions, deletions or 
changes that are made to Squadron member email addresses.  Provide the 
Mailing List Administrator with an annual list of all email address for mailing list 
correlation. 

6. To prepare Squadron mailing labels for the distribution of the Squadron 
publication or communications sent out by the Squadron Secretary or other 
Committees. 

7. To prepare article(s) for publication in the Squadron newsletter. 

8. To prepare an annual budget, if required, and submit to the Squadron Secretary. 

9. To prepare a written annual report at the end of the Watch year in such detail as 
requested by the Squadron Secretary. 

10. To turn over to a successor all files, records, reports, communications and 
documents of the Squadron. 

 
OPERATIONAL:  
 
It is a well know fact that the greatest asset of the district are its members.  Proper use 
of this asset in running the affairs of the district requires accurate and current information 
about the members.  The most common system for keeping track of members is a 
system known as the DB2000 Database Manager and is a software program designed 
for a Windows Operating system. 
 
DB2000 has a wealth of features that allow the retrieval of information and the 
generation of reports. 
 
 



 

Phoenix SPS Job Descriptions   25 June 2006 45 

System requirements: 
 
A computer with Windows operating system. 
DB2000 Software* (free to USPS members)  
MQ Series Client* (free) 
 
Getting Started  
 
*The DB2000 software and MQ Series Client are available at no cost from: 
 
http://www.accurecord.com/usps/outgoing/db2000.htm 
 
Downloading these programs should be done using the default folder settings 
(C:/Program Files). They are self extracting files and double clicking on them will cause 
the installation to begin. 
 
The interface between the user and the master headquarters database is done via an 
encrypted exchange with the headquarters computers via a dial-up or other suitable 
Internet connection. 
 
A FTP Client is not really needed with this program.  The MQ Series Client serves that 
purpose as it handles the interface between the User and Headquarters computers. 
 
Although it goes against the human instinct, the best place to start after the DB2000 has 
been installed and started is to review the “Help” file.  It is located on the top tool bar.  It 
shows the necessary steps needed to initialize the program and to obtain and install a 
current squadron database.  Use the “Options” tool and configure the user account and 
password.  An alternate method is to request a roster from HQ and that can be done via: 
 
www.usps.org/national/itcom/roster/submit_request.p hp3 
 
You will need either the “updater” or “user” password to complete the request form.  HQ 
will send an email with an attachment “sqdd28.ex_”, and this usually only takes a few 
minutes during east coast working day times.  On the weekends it may take somewhat 
longer.  Download the attachment to the same folder/directory that the DB2000 is in. 
 
Good, now you are ready.  On the main screen you will see a “Start” option.  Click on 
that and proceed with the configuration screens that follow.  You will only see the start 
option until you have configured DB2000.  After that upon opening the DB2000 you will 
see a “File” tool in that position. 
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Loading the Squadron Database  
 
There are two ways to install the squadron database.  Both are accessed via the “Import” tool.  You 
can select to download via the MQ Series Client or via an email file.  The MQ process is short and 
sweet depending on your Internet connection speed and the HQ computer response time.  The MQ 
series must have an individual identification before starting.  That is done via the Main>Options>User 
Authorization menu.  A typical broadband download takes from 10 to 30 seconds. 
 
If you are importing from a downloaded email file (Main>Import>Update with Email Roster File) you 
will be prompted to select that file (the one with the .ex_ file extension).   
 
For the data options screen be sure to check all.  That way you will get all the optional fields that have 
been created previously.  When the database loading is complete you are ready to use all the features 
of DB2000 that relates to the squadron.  The update function has other features that will be discussed 
later, so for now just return to the main screen. 
 
Using DB2000  
 

 
The Main Screen 

 
On the main screen note the options available on the top tool bar.  Each option has a drop down 
menu of functions as well.  Below that are the display options such Roster, Grade, History and so on.  
Those are presorted information screens that let you look at a wide variety of information displays.  
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You may look at any individual squadron roster via the drop down menu of the selection box on the far 
right of the option select tools. 
 
DB2000 is a data management and communication tool.  Changes in member information is facilitated 
by making the change to the local database and uploading that to HQ.  Only certain fields may be 
changed and they are usually indicated by a green field (column) heading.  HQ controls the red fields.   
 
Changing the information in a given cell or field is done by double left clicking on the cell.  It will 
change to a red background and the new change can be inserted.  The change is accepted by 
pressing “Enter”.  
  
New members are added by HQ.  They can also be added to the local database for record keeping 
purposes by using the Main>Roster>Affiliates tool.  Affiliates are not sent to HQ with any upload.   
When HQ has processed the new member information it will appear in any subsequent download.  An 
unprocessed new member will not have a Certificate number assigned and the Affiliation field will 
indicate “New Member”  Affiliated members are added in much the same way, however, they do not 
become part of the national database and are not uploaded to HQ. 
 
The best way to learn about the features of the DB2000 is to play with it.  You are somewhat 
protected by a file exit feature that asks if the changes made should be saved.  If you don’t save it you 
can return original database without changes.  Whenever a new roster is downloaded and accepted, a 
backup file of the previous database is saved to your computer.  It will have a file name such as 
Ammddyy.MDB where A is a letter, mm is month, dd is day, and yy is the year. 
 
Reports and Queries  
 
One of the main features of the DB2000 is the ability to extract information or generate reports.  The 
“Forms” tool contains a number of USPS forms that are needed for a variety of functions such as the 
OD-1 squadron officers and committee chairman report required each year by national.  It can be sent 
electronically to HQ.  If Adobe Acrobat is installed in your computer you can print to the “Adobe 
PDFwriter” to create a PDF file suitable for printing by anyone with an Acrobat Reader. 
 
DB2000 also contains the Merit Mark program used to generate the Merit Mark recommendations that 
are submitted in the Fall of each year.  Currently the submission of Merit Marks can only be done via a 
printed copy to the Area Monitor.  The insertion of individuals in the report is done via point and click.  
The actual recommendation wording is typed in manually or copied and pasted from another text 
source.  The opening MM screen (with no prior data) looks like this: 
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Merit Mark Opening Screen 
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The most extensively used tool is the Main>Reports>Query Roster.  The opening screen is shown 
below. 
 

 
Database Query Screen 

 
This feature allows the user to extract information from the database using a variety of search criteria.  
It is commonly used to extract information about new members, email addresses, and so on.  The 
search criteria are set up via a variety of selection boxes or individual field definitions in the “Define 
Other Criteria” section.   
 
The only drawback is that the output can only be seen on the screen or sent to a printer.  No standard 
word processor file is created.  There are ways to send the output to a “virtual Post Script” printer file 
that can be imported into Adobe Acrobat to be converted to a PDF file.  There are also ways to 
convert a PDF file into a Word file, but that goes beyond the scope of this job description and involves 
additional software. 
 
The Main>Reports>Make CSV file for Excel tool is used to create the database that the squadron 
webmaster will use for the online roster.  Note the columns with the *.  These are the fields that need 
to be tagged for the roster.csv file.  The file is then created and saved in the d28/roster folder.  That 
file must be uploaded to the website by the webmaster using a FTP client.  The webmaster will also 
need an org.csv file for the online roster as noted below. 
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Field selections for the online roster.csv file. 

 
 
General Features  
 
There are a number of features that come in handy at times.  One is the ability to sort display 
information.  One any of the information display screens such as roster, history, ect, right clicking on 
the column heading cell will sort the records with descending order for that column.  Right click again 
and it will sort on ascending order.  For example, right click on the Cert Date column of the History 
display.  That will then show the membership in the order of the date they joined from the newest to 
the oldest. 
 
There are two displays that are used primarily for local purposes, the User  and Org displays.  The 
User  display can be populated with a variety of fields that the user defines.  One very helpful field is a 
list of names for households.  It combines the spouse members into one field and can be then used to 
develop a mailing list that minimizes the multiple mailings to a household.   
 
The Org display is used to develop a record of the squadron officers and committee assignments.  
Information from this page is used by the online roster.  Below is a populated squadron organization 
display.  Member assignments to Squadron and National can also be maintained with the Org option.   
It is a matter of pointing and clicking to add or delete assignments.  An org.csv file is created using the 
“Reports” tool on this page and sent to the webmaster. 
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Squadron Organization Screen 

 
The squadron organization also needs to be sent to the Squadron Secretary for inclusion in the 
Squadron Directory.  That is also done via the Reports option on this screen and selecting “Print”. 
 
Other  
 
There is a “Down & Dirty” print capability within DB2000 that is an expedient way to produce a printed 
report.  After a Print request is selected it requires the formatting of the lines of information to be 
displayed and the type of layout, columnar, or mailing labels.  The default settings work pretty well, 
however do not use the PDF writer to save mailing labels.  The PDF writer does not preserve the line 
spacing well enough to print on Avery labels. 
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Down & Dirty print setup for a Roster with names, addresses, home phone, and email address 

 
The output can be set for a variety of data, page headers and footers.  The font size is also 
adjustable. 
 
From time to time, the developers of the DB2000 update the software.  The squadron database  
administrator will be notified via email when a new version is available.  The new software is available 
from the same web site as the original download was obtained from.  It is not necessary to download 
the entire DB2000 file each time, only the update file, and remember to install it into the same 
folder/directory as the operating version is in. 
 
Additional Comments  
 
There is a Tutorial available at the D2000 database software website.  Take a look at it and see if it 
answers your questions.  Otherwise, play with the program and examine its features.  DB2000 can do 
a lot and experience will often prove to be a good teacher. 
 
When downloading a new roster from HQ there will be a summary screen at the end of the update.  It 
allows the user to tag those records that have changed.  Using the Main>File>Compare Tagged 
Records with Backup DB will let you examine just what was changed.  Note: those individuals with 
VSE ratings may show up each time (in red) because their records are updated by HQ weekly.  You 
may wish to ignore those as you see fit. 
 



 

 53 

The download compare feature will also be needed to determine any email address changes that 
have occurred.  Any changes or additions should be forwarded to the electronic mailing list manager 
for update.  Note: It is important to note any additions to the database caused by new squadron 
members or transfers.  These also should be checked for email addresses and the mailing list 
manager notified.  It may also be necessary to reconcile the electronic mailing list.  A report can be 
generated giving all the squadron member email addresses for that purpose.  Sorting it by email 
address will help facilitate the reconciliation as the mailing list is sorted by alphabetical address order 
only. 
 
Passwords are mailed to the squadron commander in April/May of each year.  ITCom also changes 
the passwords each year.  Contact the Commander or Database Administrator for the passwords 
currently in effect.  The squadron is not allowed to update the headquarters roster.  That function is 
only available to the squadrons.  Other than the administrator (who can change the passwords) all 
other individuals in the squadron organization only need the “User” password.   
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TITLE: ELECTRONIC MAILING LIST ADMINISTRATOR  

GENERAL:  Be the administrator of the Squadron electronic mailing list.  This list serves the 
membership of the Squadron that have email capability.  It is an “Opt-Out” list meaning that members 
are subscribed as their email addresses become known and until they request to Opt-Out. 
 
RESPONSIBILITIES: 
 

1.  The Squadron mailing list is used to circulate, via the Internet, notices and information that are 
pertinent to Squadron operations. 

2.  Coordinate with the Squadron database manager for the addition and/or deletion of members.  
The database manager will receive notice when any email address are changed or added.  
The database manager should keep a record of those that have opted out. 

3.  Monitor the list for “No Email” conditions that indicate that an email address is either no longer 
valid or the individual’s incoming mailbox is full. 

4.  Take action to “discard” all Spam that is directed to the list.  Subscribers may at times send a 
post to the list from an email address that is not their subscribed address.  The administrator 
will be notified and should take action to confirm the sender and either “accept” or “reject” the 
posting for distribution. 

5.  Clear all the administrator notifications as often as possible or as soon as a notice is received.  
Failure to do so could amount in a heavy backlog of Spam notices that need to be discarded 
on the server. 

6.  Assist the members with any changes to their subscriptions. 

7. Report to the District Councils and Conferences the number of subscribers, volume of traffic, 
and any other operational matters. 

8. Coordinate with the Squadron Information Technology Chairman any operational issues that 
may arise. 

9.  To turn over to a successor all files, records, reports, communications and documents of the 
Squadron. 

OPERATIONAL:  
 
The squadron electronic mailing list “phoenix@usps.org ” requires a person to be its administrator.  
This list is one of several lists hosted by the USPS national server. 
 
The basic duties of the administrator are to: 
 

1. Handle all the subscription processes. 
2. Approve/Reject or Delete all messages intercepted by the filters 
3. Remove all Spam messages 
4. Update as required any of the administrative functions 

 
The administrator is not required to install any special software on his/her computer.  All interactions 
with the server are done using a standard web browser. 
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1.  Subscription processes.   The mailing list is a “closed” list meaning that only those that are 
subscribed may post messages.  Any message from a source other than a subscriber will be held for 
administrator disposition (approve, reject, discard). 
 
The Administrator can accomplish the subscription or unsubscribe functions via the server 
administrative interface at “http://www.usps.org/mailman/admin/phoenix ”.  Individuals may 
subscribe or unsubscribe via the USPS server using : 
 
“http://www.usps.org/mailman/listinfo/phoenix ”. 
 
Password reminders are automatically emailed to each subscriber on the first of each month.  
However, experience has been that few people make use of this capability and leave it to the 
administrator. 
 
The list subscribers are handled as “opt-out”.   They are added by the administrator as they join the 
district and must respond to the administrator to be removed.  New member email addresses are 
obtained from the information provided by the district database manager or user.  This can become a 
time consuming task to determine who should be added and who should be dropped because of non-
renewal.  As of 6/25/06 the list had 112 subscribers shown in Appendix A.  Online subscriber changes 
are done from a list of 30 at a time.  The subscriber list is sorted in alphabetical order, by email 
address.  
 
Administrator actions to add or remove a subscriber are handled via the “Membership Management” 
option.  Members are removed by simply removing the check mark in the “subscr” box of the 
member’s listing and then clicking on “Submit your Changes”.  Members are added by inserting their 
email address in the “Mass Subscribe Members” box and clicking on “Submit your Changes”. 
 
2.  Approve/Reject or Delete all messages intercepted b y the filters .  The server client, in addition 
to the closed subscriber list, also limits the size of all messages to 40 Kbytes including any 
attachments.  Sending attachments is strongly discouraged since not all subscribers may be able to 
open them. 
 
An intercepted message is held by the server and the administrator notified by email.  The 
administrator then logs into the server and selects the “Tend to pending Administrative requests” 
option.  He/she then reviews the message/s and makes the decision to accept (releases the message 
for distribution), reject (notifies the sender it has been rejected and deletes the message) or discard 
(simply removes the message and does not notify the sender). 
 
3.  Remove all Spam messages.   The combination of the closed list and message size is a very 
effective method to intercept Spam.  Any messages that fall in this category are held on the server 
and require administrator action.  This is done via the “Tend to pending Administrative requests” 
option.  It is recommended that the administrator use the “discard ” option so that 1) the message is 
not distributed to the subscribers 2) no notice of receipt is sent to the sender and 3) message not 
archived. 
 
The current level of Spam being intercepted is around 4-8 messages a day.  Note: the administrator 
will receive an email for each intercepted message.  A typical email notification looks like: 
 
“As list administrator, your authorization is requested for the 
following mailing list posting: 
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    List:    phoenix@usps.org 
    From:    phk@grungecafe.com 
    Subject: Pharmaceutical revolution 
    Reason:  Post by non-member to a members-only list 
 
At the administrator’s convenience, visit: 
 
    http://www.usps.org/mailman/admindb/phoenix 
         
to approve or deny the request..” 
 
Do not report the notification message as Spam .  If you do you might not get any more and will not 
be aware of a collection of action items that need to be taken care of. 
 
4.  Update as required any of the administrative functi ons.   The administrator assignment can be 
changed by contacting the USPS ITCom and requesting a change.  A new login password will be 
assigned.  Visit : 
 
“http://www.usps.org/national/itcom/html/organizatio n.html ”  
 
and contact the individual assigned to the mailing lists. 
 
The administrator or the squadron bridge may wish to change the “Welcome message” for new 
subscribers or some of the other optional features of this list.  Changes such as this are made on the 
top portion of the opening page of the “General Options”  
 
The list is setup by default to reply only to the sender unless the person making the reply selects 
“Reply to All” in their email client. 
 
All valid messages are archived on the server and may be retrieved as required.  The server 
configuration is also set to send each message individually unless the subscriber requests the “digest” 
mode.  The digest mode lumps each day’s messages into one message. 
 
Occasionally the email server reject a message, possibly because the person’s email address is no 
longer valid or their mailbox is full.  That results in a check mark being set automatically in the “nomail” 
column.  The administrator should make an attempt to determine the reason and take the action 
necessary.  The current practice is to remove the check mark and see if it occurs again.  After three 
times that email address is considered invalid and should be considered for removal.  
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Administrator interface screens 
 

 
 
This is the screen presented when the administrator wishes to sign on.  Type in the password and 
click on “Let me in” 
 
That will be followed by the action selection screen (next page) from which the various options are 
available.  When complete with the actions needed such as subscribing, unsubscribing or dealing with 
Spam, always use the Logout to exit the program.  This will prevent other web sites from being able 
to determine the last site you visited.  This further protects the mailing list from being “mined” by 
Spammers. 
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Appendix A 
 
A list of subscribers can be obtained from the “Go to the general list information pages” option.  From 
the following page scroll down to Phoenix Subscribers function, enter your email address and the 
administrator password.  As of June 25, 2006 that list looked like the following: 
 
Note: these are not true mailto hyperlinks as used by the mail server.  They are internal links for 
administrative purposes.  The typical @ has been replaced with the operator “at”.   
 

Phoenix Subscribers  

Click on your address to visit your subscription options page. 
(Parenthesized entries have list delivery disabled.) 

110 Non-digested Members of Phoenix:  2 Digested Members of Phoenix:  

·  abucksbaum@ieee.org  
·  agapeshakerepair@aol.com  
·  alpert1234@yahoo.com  
·  andersjd@msn.com  
·  anderskak@msn.com  
·  annescottsdale@webtv.net  
·  artmaxum@yahoo.com  
·  bcarroll@nalco.com  
·  bernielindgren@qwest.net  
·  bihollenbeck@aol.com  
·  billj6us@yahoo.com  
·  bjnmeaz@cableone.net  
·  bosnspipe@aol.com  
·  brian.a.joedicker@boeing.com  
·  cabotwo@aol.com  
·  captain5225@cox.net  
·  cdavis501@cox.net  
·  charles.e.peterson@lmco.com  
·  chet@chetwhite.com  
·  conniej7us@yahoo.com  
·  courtship@worldnet.att.net  
·  dandbwass@aol.com  
·  debbie.a.dewald@boeing.com  
·  debkargol@cox.net  
·  denmare@cox.net  
·  dfilupeit@qwest.net  
·  doctorbizsaver@cox.net  
·  dooleyjoyce@aol.com  
·  dscamber@hotmail.com  
·  ecampbell@brwncald.com  

·  gelpeoples@aol.com  
·  sam.sebring@honeywell.com  



 

 60 

·  eckeller1@aol.com  
·  ehuntsman@fastq.com  
·  epl@sover.net  
·  erickrhe@webtv.net  
·  erinlass2@earthlink.net  
·  fdnyret85044@yahoo.com  
·  franktfitz@cs.com  
·  geepokey@qwest.net  
·  gorda1148@cox.net  
·  h.owl@mindspring.com  
·  haircher@aol.com  
·  hggriffin@juno.com  
·  hnrumccaz@aol.com  
·  hurleyjo2@aol.com  
·  j.w.warren@att.net  
·  jayben@cox.net  
·  jblusson@msn.com  
·  jfilupeit@qwest.net  
·  jhill437@cox.net  
·  jim.elling@smithgroup.com  
·  jmwanta@cox.net  
·  jnpyount@aol.com  
·  joellieb@mindspring.com  
·  john@johndoede.com  
·  jsk627152@aol.com  
·  judy@lewisindustries.com  
·  judyb38@hotmail.com  
·  kjkadlec@cs.com  
·  lathrop@commspeed.net  
·  lbiagi@cox.net  
·  lmlewis@cableaz.com  
·  lscott@page.az.net  
·  lsormsby@msn.com  
·  marhora@webtv.net  
·  mcb3123@msn.com  
·  mmbiagi@cox.net  
·  mmccreary@cox.net  
·  myers@math.arizona.edu  
·  nanclee530@yahoo.com  
·  nealez1@hotmail.com  
·  oldbroad@cox.net  
·  onthewind@lycos.com  
·  otragainmtaz@yahoo.com  
·  phs@ionet.net  
·  pichique@cox.net  
·  pjlewis@cableaz.com  
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·  pps-pro@webtv.net  
·  primidonna@aol.com  
·  rafowke@cox.net  
·  rastrelly@dcranch.com  
·  rbthompson@cox.net  
·  rbynlevene@aol.com  
·  richardhess@mac.com  
·  rjalek@juno.com  
·  rlilyeae@webtv.net  
·  ro.taylor@cox.net  
·  ron.werner@gdc4s.com  
·  rrnhardy@yahoo.com  
·  rvanders1@msn.com  
·  rwerner@prodigy.net  
·  rwschloeman@aol.com  
·  sail517@aol.com  
·  sarahtharring@cox.net  
·  schloemanb@aol.com  
·  schloemanb@cox.net  
·  selz@cox.net  
·  sgmryoung@cox.net  
·  smysliwy@cox.net  
·  stavis1@msn.com  
·  steveb@netpro.com  
·  susdecat@yahoo.com  
·  tbiagi@cox.net  
·  tgbles@tgbles.com  
·  tgray20@cox.net  
·  tpearson@azgfd.gov  
·  ttharrbni@aol.com  
·  twickenden@air.org  
·  varmendariz@hotmail.com  
·  wjfriedhoff@cs.com  
·  wmcd48p@msn.com  

 
Phoenix list run by Schloemanb@aol.com 
Phoenix administrative interface (requires authorization)  
 
This list should be purged each September 1 to remove non-renewal members.  Reinstatements 
should be obtained from the Database Manager.  Members being reinstated should not be sent a 
“Welcome” message. 
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TITLE: WEBMASTER 

GENERAL: To develop and maintain a Squadron website that promotes the operations of the 
Squadron. 
 
RESPONSIBILITIES: 
 

1. Be a subscriber to the USPS webmaster’s mailing list.  This will make sure that he/she will be 
informed of circumstances effecting web sites hosted by the USPS server.  

2. Solicit input from the members descriptions of Squadron functions so that the website can 
reflect current and past activities. 

3. Update the website.  Pages such as the Cooperative Charting page is updated weekly from 
the national Cooperative Charting website, and the Vessel Safety Check page is updated 
weekly from the national VSC committee website. 

4. Update the Squadron operating documents, Bylaws and Policies & Procedures, as often as 
they are amended and approved. 

5. Prepare a written report for the Squadron Secretary at each Executive Committee meeting.  
On the occasion of the Annual meeting, provide a summary of all significant changes to the 
website and the visitor count for the preceding watch year. 

6. Provide a written annual budget, if required, to the Squadron Secretary prior to the December 
ExCom meeting. 

7. To prepare article(s) for publication in the Squadron newsletter 

8. Accept electronic roster files from database manager for uploading to the roster/ directory. 

9, To turn over to a successor all files, records, reports, communications and documents of the 
Squadron. 

OPERATIONAL: 
 
The Phoenix Sail & Power Squadron website is www.phoenix-usps.org.  It can also be reached via 
two other URLs www.usps.org/localusps/phoenix and www.usps.org/lc/phoenix.  The site is hosted on 
the USPS server and is free.  The domain name of phoenix-usps.org is registered with ByDomain.com 
and currently costs $16.00 per year.  In addition to reserving the phoenix-usps.org domain name, 
ByDomain.com redirects any requests for phoenix-usps.org to the Phoenix site on USPS server.  The 
maximum memory size allowed on the USPS server is 10 Mbytes. 
 
System requirements:  
 
A computer with Windows operating system. 
HTML page editor (graphic preferred) 

Do not use Microsoft Front Page as it creates extra code and is not supported by all browsers 
or the server.  See the note in the Other Requirements section. 

A File Transfer Protocol (FTP) Client 
 Do not use Microsoft publishing software for reasons similar to the browser/server problems. 
Image editing software such as Photoshop or Corel Draw 
Adobe Acrobat or equivalent 
An Internet connection (broadband or dial-up) 
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Website Philosophy  
 
The current website is structured around a multi-purpose objective.  Its first objective is to inform the 
general public about the squadron and its activities. The second objective is to also serve as a 
squadron resource for information relating directly to the operation of the squadron.  The format that 
best fits these objectives is what might be called an “open house”.  To ease in finding information or 
getting around the “house” a navigation table is located at the bottom of each page which allows the 
viewer to get to any other page with one mouse click.  A site map page is also included to provide a 
reference to the revision date for each page. 
 
Website Structure  
 
The website has two main folders/directories, /phoenix and /phoenix/Images.  The HTML pages are 
located under the /phoenix directory and the images and graphics are for the most part located in the 
/phoenix/Images directory.  The contents of those directories as of 25 June 2006 are listed in 
Appendix B.  The number in the User column represents the size of the file in Kbytes. 
 
The server is a UNIX based machine and is case sens itive.  Care must be taken to exactly 
match the case of any file reference to its source path and file name. 
 
The integrity of the links on the website can be easily checked by using the “Site Integrity Checker” 
located at: http://www.usps.org/national/tools/ 
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Site Maintenance and Updating  
 
Nothing is worse than having a website that is outdated.  A number of pages need updating weekly 
and a lot more monthly.  Typical list of weekly updated pages are: 
 
Cooperative Charting   - Obtain numbers from http://ocsdata.ncd.noaa.gov/usps.  Certificate number 
and password are required.  Use General User and “test” as the password. 
 
Vessel Safety Check – Obtain numbers from 
http://www.usps.org/national/executive/execdept/vsc_files/USPS_VSC_Home_Page1.htm and click 
on By District, Squadrons, and VE link.  National updates this page weekly, typically on Fridays. 
 
Lake Powell Water Level and Inflow graphics . – Data for the Lake Powell Water levels and inflow 
are maintained by Bob Schloeman in an Excel database.  Electronic updates are obtained from: 
http://www.usbr.gov/uc/water/rsvrs/ops/crsp_40_gc.html.  That website is only updated on work days.  
A CSV file for any span of dates can be obtained from: http://www.usbr.gov/uc/crsp/GetSiteInfo 
 
Monthly updates are: 
 
Bos’n’s Pipe – Selected articles from the newsletter.  These are usually meeting notices or articles 
that do not have a home elsewhere on the website.  The electronic copy of the website is maintained 
at: http://www.members.cox.net/schloemanb/PipeJun2005.pdf as a PDF file.  Note the Month and 
Year change with each issue and files are maintained on the cox.net site for one year.  
 
Commander’s Report  – Taken from the monthly Bos’n’s Pipe 
 
Officer Reports  – Taken from the monthly Bos’n’s Pipe 
 
Galley Gossip – If available 
 
Galley Gourmet – Place a new recipe from the Spraymates Cookbook each month.  Move the current 
recipe to the Recipe Archives. 
 
Maintain the Boating Course page as changes become known.  Likewise for the Advanced and 
Elective Educational pages.  All other pages are updated once per year as the events are repeated or 
new information is available. 
 
A change to any page is recorded at the bottom each page with a revision date.  That is also changed 
on the Site Map page.  The “home” page, or index.htm, revision date is changed anytime a change is 
made to any page. 
 
The hit counter is provided by the USPS server.  Its configuration documentation is located at: 
http://www.usps.org/x/x.pl/x/x.cgi?tools/count_source.html.  It provides only the number of hits and 
nothing else about the site viewers, thus preserving view privacy. 
 
Graphics and Photos – Graphics and photos used on the website are a compromise between file 
size and resolution.  JPG is the preferred format, but BMP, TIFF and GIF can also be used.  The 
current practice is to use photos with 100 dpi resolution and 2.5 inch height and proportional width.  
Medium resolution will result in a photo that is easy to see and yet be in the 30 Kbytes range.  Almost 
any version of Photoshop will work.  That program will also let you crop, adjust brightness, contrast, 
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and color to give a pleasing photo.  When a large photo has been reduced in size, use the Sharpen 
function to add clarity to the smaller photo. 
 
The website contains a few animated graphics.  They are limited to avoid distraction.  Sound was 
included in early version of the website, but that was found more of a distraction and consumed much 
more valuable memory space than it was worth. 
 
Website Uploading – One of the easiest website “publishing” programs is called WS_FTP.  At one 
time it is was available free.  It is now available from http://www.ipswitch.com.  They have a version 
that is available to non-profits for reduced cost.  When connected to the server a screen such as 
below will appear: 
 

 
 
Initialize WS_FTP by setting the Address to itcom.usps.org.   A change of webmasters will change the 
UserID and password which will be supplied by the USPS ITCom. 
 
You local directory will be listed on the left and the server directory on the right.  Clicking on the local 
directory “ Modified” column will sort the directory listing to a date ascending or descending order.  
The latest file changes can be brought to the top of the list for tagging.  A new file is sent to the server 
by tagging it (highlighting) and clicking on the arrow pointing to the right in the center of the display.   
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Photos and most graphics should  be saved in the Images folder.  Make sure the directory listings are 
for the Images folder both on the local machine and the server.  Before uploading any graphics or 
photos, delete any that can be removed.  This is necessary to free memory space for any new 
objects. 
 
Directory contents can be downloaded as well.  Just highlight the files needed and click on the center 
left pointing arrow.  This is one way to recover if your computer fails or you need to download the 
existing website contents.  Conversely, there has been one occasion when it was necessary to reload 
files that were lost during a server backup.  One can usually accomplish that by uploading any files 
that have a file date later than the last know valid website date (date will be provided by the server 
administrator). 
 
The total memory used by the website can be obtained from: http://www.usps.org/diskusage.htm.  
Just enter the Webmaster User name (the first two letters are capitals) and the type of report you 
wish.  The contents of Appendix A were obtained that way.   
 
Other Requirements  
 
There are a number of requirements for a website hosted on the USPS server.  They can be found at: 
http://www.usps.org/national/itcom/shared/policy/weball.html.  These include the requirement for the 
webmaster be identified on the home page with a “mailto” link, and be subscribed to the USPS 
webmasters mailing list (usps-webmasters@usps.org).   
 
A webmasters tools page is found at: http://www.usps.org/national/tools/  for managing a number of 
web page functions both local and national.  Below is what that screen looks like and what can 
accomplished with it: 
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USPS Webmasters Tool Page 

 
The website also includes an online squadron roster.  The files that support that (roster.csv and 
org.csv) are generated with the DB2000 database management program.  The squadron database 
manager can provide the necessary files.  The files are saved on the server under the /phoenix/roster 
directory.  There is only one link on the website to direct a viewer to the roster.  It is on the Site Map 
page.  This was done purposely to minimize the access requests to valid users.  The roster is further 
protected by the need for a user login and password.  These are the same as that used to access any 
USPS member only websites – certificate number and password.  In addition, further access 
restriction is in place to allow only current members of the squadron. 

Web page editors – the current site is maintained using Adobe Pagemill.  It is a simple editor and 
serves the needs quite adequately.  Dreamweaver has also been used, but it is too powerful and 
difficult to use for this application.  The USPS ITcom advises: FrontPage users, please note that 
neither "FrontPage Extensions" nor "Active Server P ages" are supported by the USPS web 
server. 

A boating course registration page is pending ITCom approval.  When a viewer submits a registration 
it will result in an email, with the registration information, being sent to the Boating course chairman 
and webmaster.  Either one or both should acknowledge the registration to the sender ASAP. 
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Appendix B  
Website Files (6/25/06) 

 
The Phoenix Sail & Power Squadron website is www.phoenix-usps.org.  It can also be reached via 
two other URLs www.usps.org/localusps/phoenix and www.usps.org/lc/phoenix.  The site is hosted on 
the USPS server and is free.  The domain name of phoenix-usps.org is registered with ByDomain.com 
and currently costs $16.00 per year.  In addition to reserving the phoenix-usps.org domain name, 
ByDomain.com redirects any requests for phoenix-usps.org to the Phoenix site on USPS server.  The 
maximum memory size allowed on the USPS server is 10 Mbytes. 
 
System requirements:  
 
A computer with Windows operating system. 
HTML page editor (graphic preferred) 

Do not use Microsoft Front Page as it creates extra code and is not supported by all browsers 
or the server.  See the note in the Other Requirements section. 

A File Transfer Protocol (FTP) Client 
 Do not use Microsoft publishing software for reasons similar to the browser/server problems. 
Image editing software such as Photoshop or Corel Draw 
Adobe Acrobat or equivalent 
An Internet connection (broadband or dial-up) 
 
Website Philosophy  
 
The current website is structured around a multi-purpose objective.  Its first objective is to inform the 
general public about the squadron and its activities. The second objective is to also serve as a 
squadron resource for information relating directly to the operation of the squadron.  The format that 
best fits these objectives is what might be called an “open house”.  To ease in finding information or 
getting around the “house” a navigation table is located at the bottom of each page which allows the 
viewer to get to any other page with one mouse click.  A site map page is also included to provide a 
reference to the revision date for each page. 
 
Website Structure  
 
The website has two main folders/directories, /phoenix and /phoenix/Images.  The HTML pages are 
located under the /phoenix directory and the images and graphics are for the most part located in the 
/phoenix/Images directory.  The contents of those directories as of 20 August 2005 are listed in 
Appendix A.  The number in the User column represents the size of the file in Kbytes. 
 
The server is a UNIX based machine and is case sens itive.  Care must be taken to exactly 
match the case of any file reference to its source path and file name. 
 
The integrity of the links on the website can be easily checked by using the “Site Integrity Checker” 
located at: http://www.usps.org/national/tools/ 
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Site Maintenance and Updating  
 
Nothing is worse than having a website that is outdated.  A number of pages need updating weekly 
and a lot more monthly.  Typical list of weekly updated pages are: 
 
Cooperative Charting   - Obtain numbers from http://ocsdata.ncd.noaa.gov/usps.  Certificate 
number and password are required.  Use General User and “test” as the password. 
 
Vessel Safety Check – Obtain numbers from 
http://www.usps.org/national/executive/execdept/vsc_files/USPS_VSC_Home_Page1.htm and click 
on By District, Squadrons, and VE link.  National updates this page weekly, typically on Fridays. 
 
Lake Powell Water Level and Inflow graphics . – Data for the Lake Powell Water levels and inflow 
are maintained by Bob Schloeman in an Excel database.  Electronic updates are obtained from: 
http://www.usbr.gov/uc/water/rsvrs/ops/crsp_40_gc.html.  That website is only updated on work 
days.  A CSV file for any span of dates can be obtained from: 
http://www.usbr.gov/uc/crsp/GetSiteInfo 
 
Monthly updates are: 
 
Bos’n’s Pipe – Selected articles from the newsletter.  These are usually meeting notices or articles 
that do not have a home elsewhere on the website.  The electronic copy of the website is 
maintained at: http://www.members.cox.net/schloemanb/PipeJun2005.pdf as a PDF file.  Note the 
Month and Year change with each issue and files are maintained on the cox.net site for one year.  
 
Commander’s Report  – Taken from the monthly Bos’n’s Pipe 
 
Officer Reports  – Taken from the monthly Bos’n’s Pipe 
 
Galley Gossip – If available 
 
Galley Gourmet – Place a new recipe from the Spraymates Cookbook each month.  Move the 
current recipe to the Recipe Archives. 
 
Maintain the Boating Course page as changes become known.  Likewise for the Advanced and 
Elective Educational pages.  All other pages are updated once per year as the events are repeated 
or new information is available. 
 
A change to any page is recorded at the bottom each page with a revision date.  That is also 
changed on the Site Map page.  The “home” page, or index.htm, revision date is changed anytime a 
change is made to any page. 
 
The hit counter is provided by the USPS server.  Its configuration documentation is located at: 
http://www.usps.org/x/x.pl/x/x.cgi?tools/count_source.html.  It provides only the number of hits and 
nothing else about the site viewers, thus preserving view privacy. 
 
Graphics and Photos – Graphics and photos used on the website are a compromise between file 
size and resolution.  JPG is the preferred format, but BMP, TIFF and GIF can also be used.  The 
current practice is to use photos with 100 dpi resolution and 2.5 inch height and proportional width.  
Medium resolution will result in a photo that is easy to see and yet be in the 30 Kbytes range.  
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Almost any version of Photoshop will work.  That program will also let you crop, adjust brightness, 
contrast, and color to give a pleasing photo.  When a large photo has been reduced in size, use the 
Sharpen function to add clarity to the smaller photo. 
 
The website contains a few animated graphics.  They are limited to avoid distraction.  Sound was 
included in early version of the website, but that was found more of a distraction and consumed 
much more valuable memory space than it was worth. 
 
Website Uploading – One of the easiest website “publishing” programs is called WS_FTP.  At one 
time it is was available free.  It is now available from http://www.ipswitch.com.  They have a version 
that is available to non-profits for reduced cost.  When connected to the server a screen such as 
below will appear: 

 

 
 
Initialize WS_FTP by setting the Address to itcom.usps.org.   A change of webmasters will change 
the UserID and password which will be supplied by the USPS ITCom. 
 
You local directory will be listed on the left and the server directory on the right.  Clicking on the 
local directory “ Modified” column will sort the directory listing to a date ascending or descending 
order.  The latest file changes can be brought to the top of the list for tagging.  A new file is sent to 
the server by tagging it (highlighting) and clicking on the arrow pointing to the right in the center of 
the display.   
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Photos and most graphics should  be saved in the Images folder.  Make sure the directory listings 
are for the Images folder both on the local machine and the server.  Before uploading any graphics 
or photos, delete any that can be removed.  This is necessary to free memory space for any new 
objects. 
 
Directory contents can be downloaded as well.  Just highlight the files needed and click on the 
center left pointing arrow.  This is one way to recover if your computer fails or you need to download 
the existing website contents.  Conversely, there has been one occasion when it was necessary to 
reload files that were lost during a server backup.  One can usually accomplish that by uploading 
any files that have a file date later than the last know valid website date (date will be provided by 
the server administrator). 
 
The total memory used by the website can be obtained from: http://www.usps.org/diskusage.htm.  
Just enter the Webmaster User name (the first two letters are capitals) and the type of report you 
wish.  The contents of Appendix A were obtained that way.   
 
Other Requirements  
 
There are a number of requirements for a website hosted on the USPS server.  They can be found 
at: 
http://www.usps.org/national/itcom/shared/policy/weball.html.  These include the requirement for the 
webmaster be identified on the home page with a “mailto” link, and be subscribed to the USPS 
webmasters mailing list (usps-webmasters@usps.org).   
 
A webmasters tools page is found at: http://www.usps.org/national/tools/  for managing a number of 
web page functions both local and national.  Below is what that screen looks like and what can 
accomplished with it: 
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USPS Webmasters Tool Page 

 
The website also includes an online squadron roster.  The files that support that (roster.csv and 
org.csv) are generated with the DB2000 database management program.  The squadron database 
manager can provide the necessary files.  The files are saved on the server under the 
/phoenix/roster directory.  There is only one link on the website to direct a viewer to the roster.  It is 
on the Site Map page.  This was done purposely to minimize the access requests to valid users.  
The roster is further protected by the need for a user login and password.  These are the same as 
that used to access any USPS member only websites – certificate number and password.  In 
addition, further access restriction is in place to allow only current members of the squadron. 

Web page editors – the current site is maintained using Adobe Pagemill.  It is a simple editor and 
serves the needs quite adequately.  Dreamweaver has also been used, but it is too powerful and 
difficult to use for this application.  The USPS ITcom advises: FrontPage users, please note that 
neither "FrontPage Extensions" nor "Active Server P ages" are supported by the USPS web 
server. 

A boating course registration page is pending ITCom approval.  When a viewer submits a 
registration it will result in an email, with the registration information, being sent to the Boating 
course chairman and webmaster.  Either one or both should acknowledge the registration to the 
sender ASAP. 
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Appendix B  
Website Files (6/25/2006) 

 
User: BSchloeman 
52 /web/webroot/localusps/phoenix/Images/2004Xmas2815.jpg 
36 /web/webroot/localusps/phoenix/Images/PCJane.jpg 
44 /web/webroot/localusps/phoenix/Images/flow.jpg 
24 /web/webroot/localusps/phoenix/Images/2001EdofYear.JPG 
32 /web/webroot/localusps/phoenix/Images/2002COWtabletalk.JPG 
20 /web/webroot/localusps/phoenix/Images/d-28c.gif 
8 /web/webroot/localusps/phoenix/Images/Ap.gif 
20 /web/webroot/localusps/phoenix/Images/TerryGranADMIN.jpg 
36 /web/webroot/localusps/phoenix/Images/2005Powell2.jpg 
36 /web/webroot/localusps/phoenix/Images/BBQVolleyBall1.JPG 
28 /web/webroot/localusps/phoenix/Images/AshtonBoat.JPG 
40 /web/webroot/localusps/phoenix/Images/SPAvalonArrival.jpg 
88 /web/webroot/localusps/phoenix/Images/cb1.jpg 
48 /web/webroot/localusps/phoenix/Images/RPHappyHour1.jpg 
28 /web/webroot/localusps/phoenix/Images/BBQVolleyBall2.JPG 
32 /web/webroot/localusps/phoenix/Images/PeoriaRon2004.jpg 
40 /web/webroot/localusps/phoenix/Images/WestsideMar2005.jpg 
24 /web/webroot/localusps/phoenix/Images/Untitled-1.GIF 
40 /web/webroot/localusps/phoenix/Images/Pleasant2004Bar.jpg 
44 /web/webroot/localusps/phoenix/Images/SPAvalonInbound.jpg 
28 /web/webroot/localusps/phoenix/Images/BartlettRaft.JPG 
28 /web/webroot/localusps/phoenix/Images/Cloice.jpg 
44 /web/webroot/localusps/phoenix/Images/TempeApr04.jpg 
52 /web/webroot/localusps/phoenix/Images/BoatShow2002.JPG 
20 /web/webroot/localusps/phoenix/Images/Bowshot.jpg 
44 /web/webroot/localusps/phoenix/Images/RPPonga.jpg 
36 /web/webroot/localusps/phoenix/Images/Aquino2004.jpg 
32 /web/webroot/localusps/phoenix/Images/USPS 
36 /web/webroot/localusps/phoenix/Images/2005Powell4.jpg 
28 /web/webroot/localusps/phoenix/Images/KL2005IMG_5609.jpg 
76 /web/webroot/localusps/phoenix/Images/SPAvalonHarborHighView.jpg 
44 /web/webroot/localusps/phoenix/Images/2004XmasGroup.jpg 
40 /web/webroot/localusps/phoenix/Images/SPCartTravel-1.jpg 
48 /web/webroot/localusps/phoenix/Images/SPCatHarbor.jpg 
28 /web/webroot/localusps/phoenix/Images/SPCourseisset.jpg 
48 /web/webroot/localusps/phoenix/Images/2005Powell7.jpg 
48 /web/webroot/localusps/phoenix/Images/RPHappyHour2.jpg 
28 /web/webroot/localusps/phoenix/Images/RPDrivingTheBoat.jpg 
48 /web/webroot/localusps/phoenix/Images/2005Powell6.jpg 
16 /web/webroot/localusps/phoenix/Images/ConnieAO.JPG 
32 /web/webroot/localusps/phoenix/Images/CdrJohnson.jpg 
36 /web/webroot/localusps/phoenix/Images/BobWebAwards.jpg 
36 /web/webroot/localusps/phoenix/Images/LeePubExcellence.jpg 
44 /web/webroot/localusps/phoenix/Images/Pleasant2004SternGathering.jpg 
8 /web/webroot/localusps/phoenix/Images/d-28b.map 
32 /web/webroot/localusps/phoenix/Images/KL2005IMG_5611.jpg 
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40 /web/webroot/localusps/phoenix/Images/KL2005IMG_5616.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005IMG_5632.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005IMG_5672.jpg 
36 /web/webroot/localusps/phoenix/Images/KL2005IMG_5679.jpg 
48 /web/webroot/localusps/phoenix/Images/2005Powell8.jpg 
48 /web/webroot/localusps/phoenix/Images/2005Powell9.jpg 
44 /web/webroot/localusps/phoenix/Images/RPSeaLions.jpg 
24 /web/webroot/localusps/phoenix/Images/RPBirdIsland.jpg 
36 /web/webroot/localusps/phoenix/Images/ECom.JPG 
32 /web/webroot/localusps/phoenix/Images/RPIntreped.jpg 
28 /web/webroot/localusps/phoenix/Images/FenderCheck.jpg 
28 /web/webroot/localusps/phoenix/Images/Dsc02724.jpg 
40 /web/webroot/localusps/phoenix/Images/RPLeeBarbara.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005IMG_5689.jpg 
28 /web/webroot/localusps/phoenix/Images/FrierDr.jpg 
24 /web/webroot/localusps/phoenix/Images/Rademacher2004.jpg 
8 /web/webroot/localusps/phoenix/Images/JN.GIF 
24 /web/webroot/localusps/phoenix/Images/sailing2.gif 
32 /web/webroot/localusps/phoenix/Images/RPSeaStories.jpg 
36 /web/webroot/localusps/phoenix/Images/ChuckCloice.jpg 
28 /web/webroot/localusps/phoenix/Images/2005Powell10.jpg 
28 /web/webroot/localusps/phoenix/Images/KL2005IMG_5726.jpg 
16 /web/webroot/localusps/phoenix/Images/Image1.gif 
40 /web/webroot/localusps/phoenix/Images/SPMooring.jpg 
40 /web/webroot/localusps/phoenix/Images/RonEDofYear.jpg 
40 /web/webroot/localusps/phoenix/Images/JanePlaque.jpg 
48 /web/webroot/localusps/phoenix/Images/John&ArtCruise.JPG 
24 /web/webroot/localusps/phoenix/Images/Dennis.jpg 
36 /web/webroot/localusps/phoenix/Images/P04MakingWaves.jpg 
28 /web/webroot/localusps/phoenix/Images/JohnBarbLusson.jpg 
40 /web/webroot/localusps/phoenix/Images/RPPorpoises.jpg 
44 /web/webroot/localusps/phoenix/Images/Pleasant2004Kayak.jpg 
48 /web/webroot/localusps/phoenix/Images/RPPongaGroup.jpg 
8 /web/webroot/localusps/phoenix/Images/Nav.JPG 
36 /web/webroot/localusps/phoenix/Images/RPBirdsSeaLions.jpg 
44 /web/webroot/localusps/phoenix/Images/2005Bridge.jpg 
36 /web/webroot/localusps/phoenix/Images/RPSundayBreakfast.jpg 
36 /web/webroot/localusps/phoenix/Images/RPSundayMorning.jpg 
44 /web/webroot/localusps/phoenix/Images/VSCTools.JPG 
28 /web/webroot/localusps/phoenix/Images/MissionBay.jpg 
44 /web/webroot/localusps/phoenix/Images/PowellInflow.jpg 
32 /web/webroot/localusps/phoenix/Images/VSCPower.JPG 
36 /web/webroot/localusps/phoenix/Images/P04HeadingOut.jpg 
32 /web/webroot/localusps/phoenix/Images/VSCPWC.JPG 
32 /web/webroot/localusps/phoenix/Images/RPWernerBridge.jpg 
24 /web/webroot/localusps/phoenix/Images/NoreneKathy.jpg 
32 /web/webroot/localusps/phoenix/Images/NavyWarship.jpg 
24 /web/webroot/localusps/phoenix/Images/OnPlane.JPG 
16 /web/webroot/localusps/phoenix/Images/BataMor.JPG 
52 /web/webroot/localusps/phoenix/Images/ChartBridge.jpg 
24 /web/webroot/localusps/phoenix/Images/2003FishFry11.JPG 
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28 /web/webroot/localusps/phoenix/Images/KL2005IMG_5731.jpg 
12 /web/webroot/localusps/phoenix/Images/Fullsail.jpg 
40 /web/webroot/localusps/phoenix/Images/ConnieCdrPledge.jpg 
8 /web/webroot/localusps/phoenix/Images/Pilot.JPG 
12 /web/webroot/localusps/phoenix/Images/PhilWright.jpg 
48 /web/webroot/localusps/phoenix/Images/RPBoatEntertainment.jpg 
24 /web/webroot/localusps/phoenix/Images/JeanGraySEC.jpg 
32 /web/webroot/localusps/phoenix/Images/AnytimeYouAreReady.jpg 
24 /web/webroot/localusps/phoenix/Images/PotLuckLocation.JPG 
48 /web/webroot/localusps/phoenix/Images/ChartRon.jpg 
32 /web/webroot/localusps/phoenix/Images/LeeEditorAward.jpg 
36 /web/webroot/localusps/phoenix/Images/RafflePrizes.JPG 
44 /web/webroot/localusps/phoenix/Images/D28raftup2005-7.jpg 
40 /web/webroot/localusps/phoenix/Images/SPHappyHourD13.jpg 
28 /web/webroot/localusps/phoenix/Images/windtree.jpg 
28 /web/webroot/localusps/phoenix/Images/ConnieExO.jpg 
48 /web/webroot/localusps/phoenix/Images/Saguaro03RaftUp.JPG 
24 /web/webroot/localusps/phoenix/Images/SaguaroCliffs.JPG 
40 /web/webroot/localusps/phoenix/Images/Pleasant2004Race.jpg 
8 /web/webroot/localusps/phoenix/Images/birdTran.gif 
24 /web/webroot/localusps/phoenix/Images/SchoonoverHome.JPG 
36 /web/webroot/localusps/phoenix/Images/2004Xmas2857.jpg 
28 /web/webroot/localusps/phoenix/Images/02DIJRECTCOL2004.jpg 
8 /web/webroot/localusps/phoenix/Images/Seaman.JPG 
44 /web/webroot/localusps/phoenix/Images/2004excellentwebaward.jpg 
24 /web/webroot/localusps/phoenix/Images/ConnieJohnsonCDR.jpg 
24 /web/webroot/localusps/phoenix/Images/DougFraizerExO.jpg 
64 /web/webroot/localusps/phoenix/Images/ChartRose.jpg 
52 /web/webroot/localusps/phoenix/Images/ChartMarkImbedded.jpg 
36 /web/webroot/localusps/phoenix/Images/SummerWind1.JPG 
20 /web/webroot/localusps/phoenix/Images/SweetCactus.JPG 
32 /web/webroot/localusps/phoenix/Images/2005COWPicture2.jpg 
28 /web/webroot/localusps/phoenix/Images/VSCMay2003Sail.JPG 
24 /web/webroot/localusps/phoenix/Images/Phx3Star2003.jpg 
44 /web/webroot/localusps/phoenix/Images/2004Xmas2824.jpg 
40 /web/webroot/localusps/phoenix/Images/VSCclass.JPG 
8 /web/webroot/localusps/phoenix/Images/Wb02042_.gif 
44 /web/webroot/localusps/phoenix/Images/Avalon2005.jpg 
24 /web/webroot/localusps/phoenix/Images/Phx2004MICA.jpg 
32 /web/webroot/localusps/phoenix/Images/PhilFraizer.jpg 
40 /web/webroot/localusps/phoenix/Images/SPReadytoGo.jpg 
16 /web/webroot/localusps/phoenix/Images/ballonanchor.JPG 
12 /web/webroot/localusps/phoenix/Images/books.gif 
8 /web/webroot/localusps/phoenix/Images/burgeeb.GIF 
44 /web/webroot/localusps/phoenix/Images/2004Xmas2834.jpg 
12 /web/webroot/localusps/phoenix/Images/d-28.gif 
32 /web/webroot/localusps/phoenix/Images/Pleasant2004Raftup.jpg 
12 /web/webroot/localusps/phoenix/Images/compman.gif 
40 /web/webroot/localusps/phoenix/Images/cruise8.jpg 
24 /web/webroot/localusps/phoenix/Images/mark.jpg 
20 /web/webroot/localusps/phoenix/Images/emailed.gif 
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8 /web/webroot/localusps/phoenix/Images/getacro.JPG 
16 /web/webroot/localusps/phoenix/Images/d-28b.gif 
8 /web/webroot/localusps/phoenix/Images/image14.gif 
28 /web/webroot/localusps/phoenix/Images/image18.gif 
8 /web/webroot/localusps/phoenix/Images/image5.gif 
8 /web/webroot/localusps/phoenix/Images/image6.gif 
16 /web/webroot/localusps/phoenix/Images/janep.JPG 
16 /web/webroot/localusps/phoenix/Images/joint_logo.JPG 
20 /web/webroot/localusps/phoenix/Images/waterslideA.jpg 
112 /web/webroot/localusps/phoenix/Images/phxcollage.JPG 
20 /web/webroot/localusps/phoenix/Images/photo.gif 
32 /web/webroot/localusps/phoenix/Images/phxao.jpg 
8 /web/webroot/localusps/phoenix/Images/seaamigo.JPG 
36 /web/webroot/localusps/phoenix/Images/safe.jpg 
44 /web/webroot/localusps/phoenix/Images/cruise10.jpg 
16 /web/webroot/localusps/phoenix/Images/popeye.jpg 
36 /web/webroot/localusps/phoenix/Images/cruise11.jpg 
48 /web/webroot/localusps/phoenix/Images/WindTreeDeckCrew.jpg 
24 /web/webroot/localusps/phoenix/Images/shipstore.JPG 
12 /web/webroot/localusps/phoenix/Images/usps-usps.JPG 
8 /web/webroot/localusps/phoenix/Images/store.JPG 
32 /web/webroot/localusps/phoenix/Images/tricolor.GIF 
20 /web/webroot/localusps/phoenix/Images/wordbarRGB.JPG 
24 /web/webroot/localusps/phoenix/Images/vsclogo.JPG 
28 /web/webroot/localusps/phoenix/Images/witness.jpg 
32 /web/webroot/localusps/phoenix/Images/SunsetSightJNs.JPG 
28 /web/webroot/localusps/phoenix/Images/WhatsSoFunnyJN.JPG 
28 /web/webroot/localusps/phoenix/Images/NoonSightsJN.JPG 
28 /web/webroot/localusps/phoenix/Images/VSCPhxSPS-USCGAux.JPG 
32 /web/webroot/localusps/phoenix/Images/Nikolic2004.jpg 
44 /web/webroot/localusps/phoenix/Images/KL2005122-2297_IMG.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005123-2302_IMG.jpg 
36 /web/webroot/localusps/phoenix/Images/KL2005123-2303_IMG.jpg 
36 /web/webroot/localusps/phoenix/Images/KL2005123-2305_IMG.jpg 
32 /web/webroot/localusps/phoenix/Images/KL2005123-2306_IMG.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005IMG_5500.jpg 
44 /web/webroot/localusps/phoenix/Images/KL2005IMG_5509.jpg 
36 /web/webroot/localusps/phoenix/Images/LookingForMooring.jpg 
32 /web/webroot/localusps/phoenix/Images/MonarchOfTheSeas2005.jpg 
40 /web/webroot/localusps/phoenix/Images/WindTreeCrew2005.jpg 
52 /web/webroot/localusps/phoenix/Images/D28raftup2005-11.jpg 
40 /web/webroot/localusps/phoenix/Images/2004Xmas2844.jpg 
40 /web/webroot/localusps/phoenix/Images/SPDingyBoatHopping.jpg 
28 /web/webroot/localusps/phoenix/Images/AvalonHarbor.JPG 
44 /web/webroot/localusps/phoenix/Images/AvalonCasino2005.jpg 
24 /web/webroot/localusps/phoenix/Images/VSCMay2003Power.JPG 
36 /web/webroot/localusps/phoenix/Images/VSCPleasantHarborMay2003.JPG 
28 /web/webroot/localusps/phoenix/Images/2004Xmas2855.jpg 
32 /web/webroot/localusps/phoenix/Images/2004Xmas2860.jpg 
32 /web/webroot/localusps/phoenix/Images/VSCBrashereJohnson.jpg 
32 /web/webroot/localusps/phoenix/Images/VSCDinnerGrill.jpg 
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52 /web/webroot/localusps/phoenix/Images/D28raftup2005-12.jpg 
40 /web/webroot/localusps/phoenix/Images/D28raftup2005-16.jpg 
40 /web/webroot/localusps/phoenix/Images/D28raftup2005-14.jpg 
68 /web/webroot/localusps/phoenix/Images/D28raftup2005-13.jpg 
52 /web/webroot/localusps/phoenix/Images/D28raftup2005-8.jpg 
24 /web/webroot/localusps/phoenix/Images/RobAndersonSEO.jpg 
44 /web/webroot/localusps/phoenix/Images/Pleasant2004RaceFinish.jpg 
40 /web/webroot/localusps/phoenix/Images/TempleEducator.jpg 
40 /web/webroot/localusps/phoenix/Images/Pleasant2004DinghyRace.jpg 
32 /web/webroot/localusps/phoenix/Images/KL2005IMG_5538.jpg 
28 /web/webroot/localusps/phoenix/Images/KL2005IMG_5556.jpg 
44 /web/webroot/localusps/phoenix/Images/KL2005DSC00888.jpg 
32 /web/webroot/localusps/phoenix/Images/PhoenixNorthernAZ.JPG 
24 /web/webroot/localusps/phoenix/Images/ImplementsofDistruction.JPG 
32 /web/webroot/localusps/phoenix/Images/CoolShade.JPG 
32 /web/webroot/localusps/phoenix/Images/Lynx03Ramada.JPG 
24 /web/webroot/localusps/phoenix/Images/WSideSep03-2.JPG 
40 /web/webroot/localusps/phoenix/Images/PowellLevel.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005DSC00891.jpg 
36 /web/webroot/localusps/phoenix/Images/KL2005DSC00892.jpg 
40 /web/webroot/localusps/phoenix/Images/KL2005DSC00898.jpg 
48 /web/webroot/localusps/phoenix/Images/KL2005DSC00900.jpg 
24 /web/webroot/localusps/phoenix/Images/RCModelBoatRacing3015.jpg 
48 /web/webroot/localusps/phoenix/Images/KL2005DSC00902.jpg 
24 /web/webroot/localusps/phoenix/Images/TurtleBay.jpg 
32 /web/webroot/localusps/phoenix/Images/GPSNov2003Outside.JPG 
28 /web/webroot/localusps/phoenix/Images/GPSNov2003Classroom.JPG 
40 /web/webroot/localusps/phoenix/Images/2004Xmas2888.jpg 
36 /web/webroot/localusps/phoenix/Images/2004Xmas2904.jpg 
28 /web/webroot/localusps/phoenix/Images/OlympicResort.JPG 
44 /web/webroot/localusps/phoenix/Images/KL2005IMG_5562.jpg 
40 /web/webroot/localusps/phoenix/Images/ApacheLakeWaterfall2.jpg 
44 /web/webroot/localusps/phoenix/Images/ApacheLakeWaterfall1.jpg 
40 /web/webroot/localusps/phoenix/Images/2005ApacheLakeGroup.jpg 
44 /web/webroot/localusps/phoenix/Images/LussonPCBBQ.jpg 
32 /web/webroot/localusps/phoenix/Images/KL2005IMG_5592.jpg 
32 /web/webroot/localusps/phoenix/Images/NWSClogodigital.jpg 
28 /web/webroot/localusps/phoenix/Images/SPHeadingouttoSea.jpg 
36 /web/webroot/localusps/phoenix/Images/SPIstmusMoorings.jpg 
24 /web/webroot/localusps/phoenix/Images/RedRightReturning.jpg 
28 /web/webroot/localusps/phoenix/Images/BataMorWindTree.jpg 
40 /web/webroot/localusps/phoenix/Images/WindTreeJollyRoger.jpg 
36 /web/webroot/localusps/phoenix/Images/ElectronicNavigation.jpg 
44 /web/webroot/localusps/phoenix/Images/Pleasant2004FloatsandBoats.jpg 
44 /web/webroot/localusps/phoenix/Images/Pleasant2004NoodleRace.jpg 
36 /web/webroot/localusps/phoenix/Images/PleasantNoodleStart.jpg 
36 /web/webroot/localusps/phoenix/Images/PleasantRaftupBow.jpg 
44 /web/webroot/localusps/phoenix/Images/PleasantSternandDinghys.jpg 
44 /web/webroot/localusps/phoenix/Images/PleasantCupWinner.jpg 
40 /web/webroot/localusps/phoenix/Images/SPMooringAsignment.jpg 
32 /web/webroot/localusps/phoenix/Images/SPPorpiseCompany.jpg 
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48 /web/webroot/localusps/phoenix/Images/SPRenderAssistance.jpg 
32 /web/webroot/localusps/phoenix/Images/SPTharSheBlows.jpg 
64 /web/webroot/localusps/phoenix/Images/June2005CampSite.jpg 
16 /web/webroot/localusps/phoenix/SaltVerdeLakes.html 
12 /web/webroot/localusps/phoenix/Wheel.JPG 
20 /web/webroot/localusps/phoenix/advcrs.htm 
20 /web/webroot/localusps/phoenix/Pleasant.htm 
16 /web/webroot/localusps/phoenix/boatform.html 
12 /web/webroot/localusps/phoenix/auxlogo.JPG 
28 /web/webroot/localusps/phoenix/boatcr.htm 
16 /web/webroot/localusps/phoenix/boatin.htm 
12 /web/webroot/localusps/phoenix/boatreq.cgi 
24 /web/webroot/localusps/phoenix/chart.htm 
12 /web/webroot/localusps/phoenix/cllogosm.gif 
16 /web/webroot/localusps/phoenix/cmdrme.htm 
20 /web/webroot/localusps/phoenix/cow2001.htm 
20 /web/webroot/localusps/phoenix/electc.htm 
8 /web/webroot/localusps/phoenix/favicon.ico 
28 /web/webroot/localusps/phoenix/fishfry.htm 
16 /web/webroot/localusps/phoenix/fishfry2.htm 
16 /web/webroot/localusps/phoenix/galley.htm 
24 /web/webroot/localusps/phoenix/index.htm 
24 /web/webroot/localusps/phoenix/inrendv.htm 
16 /web/webroot/localusps/phoenix/kids.htm 
16 /web/webroot/localusps/phoenix/links.htm 
40 /web/webroot/localusps/phoenix/ofc.htm 
20 /web/webroot/localusps/phoenix/office.htm 
16 /web/webroot/localusps/phoenix/phxbri.htm 
32 /web/webroot/localusps/phoenix/phxcal.htm 
20 /web/webroot/localusps/phoenix/phxvsc.htm 
28 /web/webroot/localusps/phoenix/pipe.htm 
20 /web/webroot/localusps/phoenix/powell.htm 
16 /web/webroot/localusps/phoenix/raftup.htm 
80 /web/webroot/localusps/phoenix/recipe.htm 
12 /web/webroot/localusps/phoenix/sitemap.htm 
20 /web/webroot/localusps/phoenix/stinkpot.htm 
16 /web/webroot/localusps/phoenix/supprg.htm 
16 /web/webroot/localusps/phoenix/xmas.htm 
72 /web/webroot/localusps/phoenix/bylaws.htm 
20 /web/webroot/localusps/phoenix/policy.htm 
8 /web/webroot/localusps/phoenix/sqdops.htm 
12 /web/webroot/localusps/phoenix/MexicanFiestaReservations.pdf 
28 /web/webroot/localusps/phoenix/Mexican 
20 /web/webroot/localusps/phoenix/02DIJRECTCOLjpeg.jpg 
8 /web/webroot/localusps/phoenix/SBW.html 
44 /web/webroot/localusps/phoenix/SobhMar04.jpg 
16 /web/webroot/localusps/phoenix/roster/org.csv 
48 /web/webroot/localusps/phoenix/roster/roster.csv 
8 /web/webroot/localusps/phoenix/roster/temp2.txt 
8 /web/webroot/localusps/phoenix/roster/temp.txt 
92 /web/webroot/localusps/phoenix/roster/roster.rtf 
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8 /web/webroot/localusps/phoenix/roster/index.html 
16 /web/webroot/localusps/phoenix/2004schedule.html 
Kbytes in use:  9660 
Kbytes limit:  10000 
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TITLE: SQUADRON TREASURER 

GENERAL: As a bridge officer, the Treasurer is encouraged to attend District council and 
conferences meetings and to read and be familiar with Section 5.36 through 5.60 of the Operations 
Manual.  

RESPONIBILITIES: The Treasurer is responsible for accurate financial reports records for policy 
guidance for the solvent operation of activities of the squadron and duties shall include:   

1. Collect and process all dues from members; transmit proper funds to Squadron and 
National;  

2. Collect and be responsible for all monies payable to the squadron;  

3. Promptly pay all squadron bills which have been approved for payment by proper authority;  

4. Promptly deposit squadron funds in a bank approved by proper squadron authority;  

5. Keep accurate records of all receipts and expenditures;  

6. Advise the Commander when expenditures are not in conformity with the squadron budget;  

7. Give a brief financial report at each squadron meeting and provide a complete financial 
report at the annual meeting;  

8. See that the squadron does comply with all sales tax requirements. where applicable;  

9. Prepare Internal Revenue Service Tax Form 990 when required;  

10. Maintain an up-to-date file of paid-up members and collaborate with the Secretary in the 
maintenance of an accurate mailing list.  

11. An Assistant Treasurer may be elected or an assistant to the Treasurer may be appointed to 
work with the Treasurer as required. This person should be capable of assuming the office 
of Treasurer when required. 

12. Other committees that may be found under the Treasurer's Department can be; 
 
 Budget  
 Property Officer. 
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 TITLE: FINANCE COMMITTEE 

GENERAL: The Finance Committee working with the Treasurer should develop a breakdown of 
anticipated departmental income and expenses for the fiscal year. A review of past budgets and the 
success or failure of having operated within those budgets is required in planning future needs. 

After a preliminary budget is developed, each department head should input from his committee 
chairman to determine needs of the department as a whole. 

The Squadron Executive Committee subsequently will review and approve the needs expressed 
within the departments as well as recommendations of the Finance Committee before presentation 
of a budget to the membership for approval. 

Members with an accounting background are particularly desirable for service on the Finance 
Committee. 



 

 82 

TITLE: SUPPLY OFFICER 

GENERAL This person brings to each squadron meeting a supply of insignia, burgees, ensigns and 
uniform accessories (belts, clips, etc.) that may be sold to members.  

RESPONSIBILITIES: The Supply Officer should also have catalogs available for ordering uniforms 
from USPS approved sources.  

1. It is incumbent to maintain an up-to-date knowledge of correct uniforms and insignia to be of 
help to members desiring those items.  

2. The Supply Officer shall keep up to date on what is available from National's Ship's Store. 
All monies collected should be forwarded to the Treasurer without delay. 
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TITLE: PROPERTY OFFICER 

GENERAL: This person is responsible for maintaining an inventory of squadron properties such as 
films, projectors, teaching aids, flags, printing equipment, awards and other equipment owned or in 
the custody of the squadron.  

RESPONSIBILITIES: Know who has a particular item and therefore that person is responsible for it 
and should make an annual report of the inventory so that adequate insurance coverage of these 
items is maintained. 
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TITLE: USPS EDUCATIONAL FUND 

GENERAL: To accept memorial contributions, gifts and grants from the Squadron, members and 
friends of USPS.  

RESPONSIBILITIES:  

1. Read and be familiar with the Educational Fund presently located on the last page of the 
Operations Manual;  

2. Coordinate and carry out the program as suggested by the District Representative;  

3. Keep the membership informed on the operation of the fund; and  

4. Coordinate with the Squadron Treasurer the annual submission of one dollar per active 
member to the Fund. 
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TITLE: NOMINATING COMMITTEE 

GENERAL: To select a slate of Squadron Officers and General Committee Members whose terms 
are expiring with the current Watch year.  The Committee shall consist of 3 of the most recent past 
squadron commanders willing to serve 
 
RESPONSIBILITIES: 
 

1. To be a member of the Squadron Executive Committee and attend the regularly scheduled 
meetings in conducting the ongoing business affairs of the Squadron. 

2. To abide by restriction of succession set forth in the Squadron Bylaws. 

3. To consider the views of all Squadrons. 

4. To consult the records of the Personnel Committee to locate and/or confirm capable 
members to the various offices. 

5. To solicit recommendations from the Squadron Commander, the Squadron Bridge Officers, 
past Commanders and other members who may have knowledge of a capable individual 
who may otherwise go unnoticed. 

6. To counsel potential nominees on their future job descriptions, Squadron traditions and 
proper decorum in office. 

7. The report of the committee shall be mailed or delivered to the Squadron Secretary no less 
than thirty (30) days prior to the Annual Meeting. 

8. To turn over to a successor all files, records, reports, communications and documents of the 
Squadron. 
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TITLE: AUDIT COMMITTEE 

GENERAL: To audit the Squadron Treasurer's records and verify the financial status of the 
Squadron. To present a report at the Annual Meeting before the Squadron Treasurer's report is 
accepted. 
 
RESPONSIBILITIES: 
 

1. The books are audited on the basis of the fiscal year as established by the Squadron 
Bylaws. 

2. An audit should be conducted once annually or, in event of a change of Treasurer, and in 
accordance with generally accepted accounting methods. A suggested audit procedure is 
described in the USPS Operations Manual, Section 7.26 

3. To examine all records of the Squadron Treasurer, reconciling checking and savings 
accounts, as well as inspecting all journal entries and Treasurer reports. 

4. To make recommendation(s) to the Squadron Treasurer as to good bookkeeping practices, 
as applicable. 

5. To render a report and submit a signed, written audit report to the Membership for approval. 

6. To turn over to a successor all files, records, reports, communications and documents of the 
Squadron. 
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TITLE: RULES COMMITTEE 

GENERAL: Members of this committee, usually three in number, are elected annually. Although this 
committee is the guardian of adherence to the USPS Bylaws and USPS policy matters, it does not 
have the authority to finalize or amend any action pertaining to them. This committee should be 
acquainted with the Model Bylaws and prepare recommendations where necessary to keep the 
squadron Bylaws consistent with the Bylaws of USPS. The Rules Committee should seek counsel 
of the Law Officer. 

All decisions or actions required to amend Squadron Bylaws must be channeled through the 
National Committee on Rules in accordance with Section 9.07 of the Operations Manual. 

RESPONIBILITIES: Duties of this committee include:  

1. Keeping Squadron Bylaws up to date;  

2. Advising the Commander and Executive Committee on questions of interpretation of the 
Bylaws of Squadron, District and National USPS;  

3. Insuring that the officers and Executive Committee do not inadvertently take actions which 
are not in accordance with Squadron Bylaws;  

4. Maintaining a master copy of the bylaws of Squadron, District and National;  

5. Assist the Commander in resolving disciplinary matters involving individuals in the 
Squadron.  

 


