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2 INTRODUCTION

This manual has been prepared as a guide for the officers, standing committee chairpersons and
representatives of the GRSS Administrative Committee (AdCom) to other IEEE bodies as a means
of providing information on the normal operating procedures of the GRS Society. The essential
information used to define the duties and responsibilities associated with these offices is derived from
the GRSS Constitution and GRSS Bylaws. However, additional functions, procedures and
schedules have evolved to enable the smooth operation of the GRSS. Material on these procedures
has been combined in this Operations and Procedures Manual with pertinent references to the
Constitution and Bylaws to form complete sets of instructions for present and potential future office
holders in the GRSS.

Because this manual describes procedures that evolve in practice, it is expected to continually
undergo revision as responsibilities change and new procedures are developed, or new offices created.
Society office holders are therefore encouraged to recommend changes and additions to the various
sections of this manual as necessary on a timely basis. Changes should be submitted to the GRSS
Executive Vice President, who will edit the material provided and coordinate the incorporation of
such material into the Manual with the GRSS Operations and Procedures Manual Committee.

The GRSS AdCom represents the GRSS Society membership and conducts business for the Society
on its behalf. GRSS AdCom members are elected by either the GRSS membership or AdCom for
nominal three-year terms.

The Society is governed by the GRSS President. The President is assisted by the GRSS AdCom in
conducting the business and in formulating decisions for the Society. AdCom meetings are held
regularly, at least twice per year. Between AdCom meetings, decisions that cannot be postponed can
be made by the GRSS Executive Committee or by electronic voting.

Revision History:
David Goodenough 1997
James Gatlin 1998
Tom Jackson 1998
Werner Wiesbeck 1998
Kiyo Tomiyasu 2002
Albin J. Gasiewski 2002
Alberto Moreira 2008, 2009
Jon Atli Benediktsson, 2010
Melba Crawford, 2012
Kamal Sarabandi, 2013, 2014
Adriano Camps, 2015, 2016
Paolo Gamba, 2017, 2018
David Kunkee, 2019
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3 PRESIDENT

3.1.1 Responsibilities of the President

The President manages Society affairs as directed by the AdCom and in accordance with the
President’s powers and duties as defined in the Constitution and Bylaws. The President is responsible
for the protection of Society interests, and represents these interests before all IEEE boards and other
IEEE and non-IEEE bodies. Reporting to the President are the Executive Officer, the Chief Financial
Officer, the Executive Vice President, the Vice Presidents, the Directors, the Secretary, and the Chair
of the Nominations Committee.

3.1.2 Selection and Term of Office
The President is elected by elected members of the AdCom at an annual (November meeting for a

term of one calendar year commencing January 1. The President must be at least a Senior Member
grade IEEE member and an elected member of the GRSS AdCom.

3.1.3 Duties of the President

The President shall have general supervision of the affairs of the Society. The President shall:
e Assume office on the first day of January of the President’s term of office each year.
e Provide a photo and bio-sketch to IEEE Headquarters on a timely basis upon election.
e Appoint the GRSS Vice Presidents, the Directors, the Chief Finance Officer, and the Secretary
as provided by the Bylaws at the time of the President’s election.
e Provide a list of Society officers to IEEE Headquarters on a timely basis after appointments
are made.
e Advise on the appointment of Chairpersons of GRSS Standing and Ad Hoc committees and
GRSS representatives to other IEEE bodies.
e Prepare agendas for (jointly with the ExCom), and preside over regular and any Executive or
special AdCom meetings during the calendar year.
Oversee inter-societal activities and international liaisons
Together with the CFO, approve payments for authorized requests
Appoint the Nominations Committee before February 1% of each year.
Coordinate the tasks and activities of the Society’s Executive Officer
Represent GRSS in communications with IEEE TAB, RAB and the Division 1X Director, as
well as with Presidents of other Societies.
Preside during the opening ceremony and Awards Banquet at GRSS International Symposia.
Assemble a year-end President's Report for the TAB Chairperson
Write and edit the President's column for GRSS Magazine
Serve as a voting member of the IEEE TAB.
Attend Division X meetings.
Attend the Society/Council President's Forum.
Approve formation of new GRSS chapters.
Represent the GRSS at international remote sensing conferences.
Revise and sign, upon approval by the AdCom, MoUs with technical and scientific societies
and associations that are deemed important for the Society.
e Each year, by September 30 and/or on TAB request, designate a position by title, the
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incumbent of which will serve as an alternate to attend TAB meetings in the absence of the

President.

e Transfer to the succeeding President all documents and hardware on a timely basis at the end

of the term in office.

3.1.4 References
Constitution: VI1.3-5; VI1.8-11; VI.14; VII.3; X.2

Bylaws: 1.1; 1.3;11.1; 11.3-18; 11.22; 111.1; 111.5-6; 111.8; 1V.2; IV.6; IV.16; V.1-2

3.1.5 President’s Schedule

Items JIFIM[AIM|J|J|A
AdCom Meetings X | (x)
Committee Appointments
Prepare AdCom Meeting Agenda X
Attend IEEE TAB and X X
President's Council Meetings
Write President's Column for Magazine X X X
Year end TAB report

Attend Division IX meetings

As scheduled

10
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4 EXECUTIVE COMMITTEE
41 EXECUTIVE VICE PRESIDENT

4.1.1 Responsibilities of the Executive Vice President

The Executive Vice President supports the goals and objectives of the Society and assists the
President in these activities. Reporting to the Executive Vice President are the Chair of the
Constitution and Bylaws Committee, the Chair of the Operations and Procedures Manual Committee,
and the Chair of the Finance Committee. The Executive Vice President serves as Chair of the Strategic
Planning Committee. In terms of activities, the Executive Vice President serves an apprenticeship to
the position of President.

4.1.2 Selection and Term of Office

The Executive Vice President is elected by the voting members of the AdCom at the annual
(November) meeting for a term of one calendar year. Nominations are as per Section I1.1 of the
Bylaws. The Executive Vice President must be at a GRSS IEEE member level and an elected member
of the GRSS Administrative Committee.

4.1.3 Duties of the Executive Vice President

Assist the President in the performance of the President’s duties.

Attend IEEE TAB meetings with the President.

Perform the duties of the President in the absence or incapacity of the President.

Chair the Strategic Planning Committee.

Provide advice to the President on the appointment of GRSS Committee officers.

Prepare reports on AdCom planning activities for publication in the Newsletter.

Submit reports on the Constitution and Bylaws.

Arrange distribution of Society Constitution, Bylaws, and Operation and Procedures Manuals

as needed.

e Transfer to the succeeding Executive Vice President all documents on a timely basis at the
end of term in office.

e Assume office on the first day of January of the Executive Vice President’s term of office
each year.

e Manage the procedure for selection and monitoring or proposals and projects under the 3%

and 50% rule according to Section 4.1.4

4.1.4 3% and 50% rule proposals and projects

For each year the Society qualifies to spend up to 3% of its reserves according to IEEE Financial
Operation Budget, Section 2.B.6.d.2.i", the EVP is responsible for collecting proposals from the VPs
and Directors by late May. These proposals shall be new initiatives, with a limited time span of one
to three years, connected to the actions selected in the previous years’ Strategic Planning Meeting.

" "In each year when the IEEE Reserves, as of 31 December of the preceding year, exceed the Lower Reserves Target
(per FOM 4.C), each major organizational unit with an otherwise balanced budget, whose reserve to expense ratio
exceeds 50%, shall be permitted to budget up to 1% of the three year rolling average of its year-end reserves for

inclusion in the subsequent budget cycle."”
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The proposals shall be evaluated, revised and ultimately dispositioned by the GRSS President, the
EVP, and the CFO. The approved proposals will be presented during the July AdCom meeting, and
included in the first round of the budget forecast for the following year, usually in late June. After
revision and/or disposition by IEEE TAB in November, the remaining proposals shall be
implemented into projects, whose expenses shall be costed in the following year. The EVP shall be
responsible for monitoring the projects, while all expenses shall be approved by the GRSS President
and CFO.

For each year the Society qualifies to spend up to 50% of its preceding year’s operational surplus
according to IEEE Financial Operation Budget, Section 2.B.6.eT, the EVP is responsible for collecting
proposals from the VVPs and Directors as early as January 1%, and no later than mid February. These
proposals shall be new initiative activities of a general nature, with a limited time span of one to three
years. They shall be evaluated, revised and ultimately dispositioned by the GRSS President, the EVP,
and the CFO. The approved proposals will be presented during the March AdCom Meeting, and
immediately included in the current annual budget forecast. The approved proposals will be
implemented into projects, whose activities shall be completed during the current year. The EVP shall
be responsible for monitoring the projects, while all expenses shall be approved by the GRSS
President and CFO.

415 References

Constitution: VI1.3-5; VI.11; VI.14
Bylaws: I1.3; 11.7; HL.1; 1L5; H1.7-8; IV.6; IV.9; V.1-2

4.1.6 Executive Vice President’s Schedule
Items JIFIMIAIM|J|J|A|S|O|N|D

AdCom Meetings X | (X) X X

Advise on Committee Appointments X
Advise on AdCom Meeting Agenda X X X
Manage 50%-rule proposal call and selection | x
Manage 3%-rule proposal call and selection X

Attend IEEE TAB and X X X
President's Council Meetings
(as required by GRSS President)

Year end TAB report X

Attend Division 1X meetings As scheduled

T "Provided the IEEE Reserves, as of 31 December of the preceding year, exceed the Lower Reserves Target (per FOM
4.C), each major organizational unit whose reserve to expense ratio for such year exceeds 50% shall be allowed to use
up to 50% of its preceding year’s operational surplus (excluding investment returns) as part of the forecasting process."
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4.2 SECRETARY

4.2.1 Responsibilities of the Secretary

The GRSS AdCom Secretary is responsible for recording and distribution of AdCom minutes, and
related documents. The Secretary coordinates with the Society Executive Officer regarding archiving
and distribution of intra and inter Society correspondences, electronic files, rosters, and related
documents.

4.2.2 Selection and Term of Office

The incoming President shall submit to the members of the AdCom the name of a proposed Secretary
for appointment. If the majority of the members of the AdCom do not object within 30 days from the
date of oral submission or mailing said submission, the appointment shall become final. If a majority
of the voting members of the AdCom object, a new name or names must be submitted on a timely
basis. The incumbent Secretary shall remain in office until a successor is appointed and arranges to
take over the office. The Secretary will maintain all files and records for the AdCom and will prepare
minutes of all AdCom meetings on a timely basis.

4.2.3 Duties of the Secretary

e Assist the President in the preparation of the AdCom agendas, in the roll call and other
logistical operations of the AdCom meeting.

e Have available, during AdCom meetings, the minutes for all AdCom meetings held during
the prior year.

e Arrange distribution of any modifications to the roster of AdCom members, Standing and
Technical Committee Chairmen, and Co-Chairmen, Technical Subcommittee Chairmen, and
Chapter Chairmen.

e Maintain the accuracy and completeness of the "extended" AdCom mailing list.

e  Prepare and write the minutes of all AdCom meetings during the Secretary’s term and arrange
for timely distribution to the "extended™ AdCom electronic mailing list.

e The Secretary shall make such reports of activities as may be required by the AdCom,
Technical Activities Board or the IEEE bylaws.

e Provide the IEEE TAB copies of the AdCom minutes on an annual basis.

e Transfer to the succeeding Secretary all documents on a timely basis at the end of term in
office.

4.2.4 References
Constitution: VI1.3-4; VI1.7; VI1.14; VIII.1

Bylaws: 11.3; 11.24-25; 111.1-2
4.2.5 Secretary’s Schedule
Items JIFIM|IAIM|J|J|A|S|O|N|D
AdCom Meetings X [(X) X X
Distribute Minutes X X X
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4.3 CHIEF FINANCIAL OFFICER

4.3.1 Responsibilities of the Chief Financial Officer

The Chief Financial Officer (CFO) is responsible for preparing an annual budget, for receiving
requests for disbursement of GRSS funds, for receiving said disbursement from IEEE Headquarters,
for managing the society’s working relationship with the IEEE Technical Activities Department
(TAD) finance group, and for providing regular reports to the AdCom on the financial status of the
society.

4.3.2 Selection and Term of Office

The incoming President shall submit to the members of the AdCom the name of a proposed Chief
Financial Officer for appointment. If the majority of the members of the AdCom do not object within
30 days from the date of oral submission or mailing said submission, the appointment shall become
final. If a majority of the voting members of the AdCom object, a new name or names must be
submitted on a timely basis. The incumbent Chief Financial Officer shall remain in office until a
successor is appointed and arranges to assume the responsibilities of the office.

4.3.3 Duties of the Chief Financial Officer

e Formulate the Society's annual budget and prepare draft budgets for review and approval by

the President and the AdCom. These budgets will be submitted prior to TAB’s approval of

budgets and page rates.

Attend one TAB finance meeting per year at IEEE Headquarters.

Prepare financial reports for the GRSS AdCom.

Provide regular reports on the investments of the Society and its reserves.

Together with the GRSS President, approve payments for authorized requests. Send

permission to pay said bills to IEEE Headquarters.

e Perform other duties the President may assign. Manage the society’s working relationship
with the IEEE/TAB finance group.

e Facilitate/approve the IEEE’s reimbursement of society members for incurred expenses with
support of the society’s Executive Officer.

e Facilitate/approve IEEE loans to IGARSS organizing committees.

e Transfer to the succeeding Chief Financial Officer all documents and hardware on a timely
basis at the end of term in office.

4.3.4 References

Constitution: VI1.3-4; VI1.8; VI.11-14
Bylaws: 11.4; 111.1

4.3.5 Schedule for the Chief Financial Officer

January
e Review financial repo