UNiTED STATES CHAMBER OF COMMERCE

ACCREDITATION

2008 Accreditation Application for Local
Chambers

Section 8 Facilities

U.S. CHAMBER OF COMMERCE




Accreditation Overview

Welcome

Welcome to the U.S. Chamber of Commerce Accreditation application program. We are excited that you are
interested in standing out from the crowd and moving ahead. We want to help your through the Accreditation
process by explaining our procedures, walking you through the steps to complete the materials, and clarifying
what you can expect from us.

The Accreditation Application is divided into nine sections with a complete set of instructions at the beginning
of each one. If you have already completed a section and you are familiar with the instructions, click on the
Governance Overview icon in the Bookmark Section to the left of your screen. Otherwise, the background and
instructions should be reviewed in detail starting with the Accreditation Overview, below.

Accreditation History

In 1964, the U.S. Chamber of Commerce began offering its Accreditation Program to state and local chambers
of commerce nationwide. The program was designed to provide a continuous self-analysis of an organization’s
growth and development, with an opportunity for the organization to reassess its objectives and resources,
program of work, procedures, and achievements. Since the Accreditation program’s launch, more than 750
chambers have met the required organizational standards and have earned the title “Accredited.”

Accreditation means that a local or state chamber of commerce has been recognized by the U.S. Chamber of
Commerce for having sound programs and organizational procedures and for continually creating and
maintaining positive change in the community.

The U.S. Chamber Accreditation program establishes criteria for judging the quality of performance for state
and local chambers of commerce, determines the extent to which organizations meet these criteria, and issues
a public announcement that organizations are found to be of superior quality.

The U.S. Chamber understands that state and local chambers are diverse and have unique programs of work,
operations, merit, dues structure, and program policies. As a result, the Accreditation program has separated
the state chamber Accreditation process from the local chamber Accreditation process. Distinct applications
have been created to recognize these differences.

Accreditation does not mean that an organization is perfect in every respect. Competent examiners
acknowledge the quality of an organization and make recommendations where there are areas of deficiency
and recognize chambers for areas of special distinction.

Effective chambers of commerce operate above and beyond minimum standards. As each chamber prepares
its Accreditation application, it seeks ways of improving its performance in the community. These criteria or
standards become a tool for management control and self-discipline.



Mission

The mission of the Accreditation program is to establish a standard of organizational competency and an
objective set of criteria for assessment. The achievement of standards by state and local chambers as
determined by an examining committee will be recognized with Accreditation by the U.S. Chamber of

Commerce.

Procedures to Apply

Make Sure Your Chamber is Entered into the Accreditation Database

We want to make sure you are properly entered in our database. If you have not yet entered your contact
information, click here http://www.uschamber.com/chambers/accreditation/intent.htm and follow the steps.
Upon receipt, U.S. Chamber staff will enter the information into a database, allowing the applicant chamber to
receive updates about the Accreditation process and invitations to conference calls discussing the application

process. Do not send the program fee at this time.

If clicking the link doesn’t work, make sure your computer is set up to access the Internet and try again. If you still
experience difficulty, call Mathew Wasserburger at (202) 463-5821.



Access the Application Documents

There are nine sections of the Accreditation application:

. Governance

. Finance

. Human Resources and Staff
. Government Affairs

. Program Development

. Technology

. Communication

. Facilities

. Benchmarking
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Copies of all nine sections of the Accreditation application can be found on our Web site at
http://www.uschamber.com/chambers/accreditation/app.htm

These files can be completed by one person at the chamber or distributed to other chamber staff or volunteers
to assist in the ultimate completion of the application.

To assist in distributing the files, chamber staff or volunteers may go directly to the web site to download the
sections of interest to them.

No matter how many staff members or volunteers are working on the application, the chamber’s designated
staff contact person should be the only one to communicate with the U.S. Chamber staff.

Review the Application

Review the application in its entirety — all nine sections — to determine whether the chamber is prepared to
begin the Accreditation process. Use the glossary at the end of the each file to familiarize yourself with the
language of the application. Glossary items can also be accessed by clicking on highlighted text. In the
glossary a link is provided to return to the highlighted text.

Complete the Application Documents

Each applicant chamber is required to complete all nine sections of the Accreditation application.

Each of the application’s nine sections is a self-contained document including:

« Application instructions and overview

» Section’s standards as defined by the U.S. Chamber

« Alist of minimum qualifications to achieve Accreditation for that section
» A checklist of attachments

« A digital application from

The digital application form is divided into two categories; the minimum requirements which must be met for
the chamber to be Accredited, and the additional criteria which will be evaluated to determine the star ranking
of an Accredited chamber.



Complete the Conclusion and Signature Page

The Conclusion and Signature Page can be found on our Web site
http://www.uschamber.com/chambers/accreditation/app.htm. The U.S. Chamber requires that these pages
be completed digitally, then printed and signed by the Chief Paid Executive and Chief Elected Officer.

Prepare the Application Materials for Delivery

Copy the nine pdf files and the conclusion page and signature page to a CD or USB drive. Print and sign the
completed Conclusion and Signature Pages, and enclose the payment form with a signed check or credit card
information for $699 for U.S. Chamber members; $1,199 for non members.

Mail the Application Materials to the U.S. Chamber

The application materials should be put into an envelope with the completed Conclusion and Signature Pages
and the payment and mailed to:

U.S. Chamber of Commerce
c/o Political Affairs and Federation Relations, Accreditation
1615 H Street, NW
Washington, DC 20062-2000



U.S. Chamber of Commerce Review Process

Review

Once the completed application and program fee have been received, U.S. Chamber staff will review the
chamber’s submission for minimum requirements. Due to the volume of applications received, we ask that you
please do not contact the U.S. Chamber to inquire about the status of the chamber’s application. In the event
that minimum requirements have not been met or there are missing materials, U.S. Chamber staff will contact
you.

An experienced Accreditation consultant will review the application and make recommendations. The
consultant may contact the applicant to ask questions that might arise during the review. Based on the
findings, a confidential report with recommendations will be prepared and sent to the Accrediting board, the
governing body of the Accreditation program made up of business and chamber executives. The Accrediting
board will review the recommendations and approve or disapprove the chamber’s Accreditation status.

Recommendations will be presented to the Accrediting board at the February, June, and November board
meetings. The day following the Accrediting board meeting, the applicant will be notified about the chamber’s
Accreditation status.

Awards

All Accredited chambers must meet the minimum requirements for each section of the application. If the
applicant completed the additional criteria sections of the application, the Accreditation consultant will review
the additional material and designate the chamber as Accredited, Accredited with 3-Stars, Accredited with 4-
Stars, or Accredited with 5-Stars based on the number of additional criteria points scored in each sections of
the application. A chamber earning at least 70% of the total number of points will be awarded Accredited with
3-Stars; 80%, Accredited with 4-Stars; 90% or more, Accredited with 5-Stars.

Post Accreditation Materials

Upon receiving Accreditation, the chamber will receive a marketing kit with the following:

» Letter of congratulations from Tom Donohue, U.S. Chamber President and CEO
* Press release

» Certificate of achievement

*+ Recommendations for improvement

+ Sample newsletter articles and Web page blurbs

+ Camera-ready logos

* U.S. Chamber of Commerce resource guide

Each chamber receiving Accreditation will be acknowledged on the U.S. Chamber’s Web site.

Maintaining Accreditation

To maintain Accreditation, a chamber must submit an Accreditation application every five years. Chambers will
receive an email from U.S. Chamber staff during the fourth year of Accreditation. It will remind them of the
need to renew and provide links to the materials required for the renewal.



Confidentiality

The U.S. Chamber agrees to maintain the confidentiality of information received throughout this application
except in cases where (1) the information is or becomes publicly known from sources other than the
application itself (2) the information is received by the U.S. Chamber without restriction from a third party (3)
the information is independently developed by the U.S. Chamber, or (4) the information is disclosed by the
U.S. Chamber pursuant to judicial action.



Tech Support

Navigation

The Accreditation application uses bookmark navigation to assist the applicant in navigating the application.
Please note that the pages of this file are divided in two. The left-hand side presents “bookmarks” that can be
used to take you directly to specific pages in the document. Clicking on the triangle beside the bookmarks will
“open them up” and provide you with a more detailed set of bookmarks for the section.

If you have had no experience with this type of navigation, give it a try and become comfortable with it before
going on.

Completing Each Section

“Yes/No” Radio Buttons

Radio buttons — II1 — are used for “yes/no” questions. If you inadvertently click a “yes” button, you can
change your answer by clicking on the “no” button, and vice-versa. Radio buttons are also used to “check off”
items on a list. If you inadvertently click a “check off” button, you can change your answer by clicking it a
second time.

Short Answers

Space is provided to enter short answers. For example, the question, “In which government jurisdiction is the
chamber’s incorporation or charter filed?” should be answered like this:

Washington, D.C.

In some cases, the answer may exist in another file. It can be copied and pasted into the text box.

Where the answer is best provided by entering the entire file, the file can be attached, see below.

Attachments

In each section you are required to provide Attachments to support the application. Instructions for making
the Attachments follow. Note that you can terminate the process before it is complete by pressing the escape
key (ESC).

Digital files

If the attachment is a digital file in a common format (Microsoft Word, Excel, Powerpoint; Adobe Acrobat pdf,
etc.), the file can attached electronically. Each attachment has an “attachment area” that looks like this:

Attachment:

A reminder of the instructions to attach a file can be accessed by clicking the ? icon.



Steps for Making Attachments

1. Go to the menu at the top of the screen. It looks like this:

Adobe Reader File Edit WView Document Tools Window Help

2. Click on “Tools” and a drop-down menu will appear. It looks like this:

Comment & Markup [
Select & Zoom »
Measuring [
Typewriter »
Object Data [

Customize Toolbars...

3. Drag the cursor over the words “Comment & Markup” to show the next drop-down menu. It looks like
this:

v Sticky Note
[®] Text Edits >
Stamps >
2] Highlight Text Tool
] Underline Text Tool
\ # Cross Qut Text Tool
/2 Attach a File as a Comment
i~ Record Audio Comment
& Paste Clipboard Image as Stamp Tool
Eh, Callout Tool
[Z] Text Box Tool
> Cloud Tool
* Arrow Tool
/" Line Tool
[1 Rectangle Tool
O oOval Toaol
¢* Polygon Line Tool
< Polygon Tool
7 Pencil Tool
& Pencil Eraser Tool
: Show >

Show Comment & Markun Toolbar

4. Click on the line “Attach a File as a Comment.” The arrow points to it. Click anywhere in the “Attachment
Area” to trigger your computer’s operating system to open.

5. Find the file you want to attach and click on it.



6. Click on the “Select” button at the bottom of the window in your operating system and a new window will
appear that looks like this:

| Appearance General | Review History

Icon Color: |
i Graph Opacity:
§

¥ Attachment

&

T Locked ] Make Properties Default (" Cancel f 0K ‘

7. Click on the “Paperclip” icon, and click the “OK” button.

A “Paperclip” will appear in the “Attachment Area.” Clicking on this icon will open the file you have attached. If
you want to unattach the file, select the icon with your cursor and hit the delete key.

Printed Files

If your document is in printed form and no digital copy is available, it can be converted to a pdf file by having
it scanned. Converting printed files to digital format is the best way to deal with these attachments.

If you cannot have the file scanned, you can send it to the U.S. Chamber of Commerce in its printed form. The
U.S. Chamber will have it scanned at attached to your application document for a fee of $1.00 a page.

Essays

Space is provided to enter essays. They must be as thorough as possible and the space will expand to
accommodate essays of up to 1,000 words. Each essay response must be as thorough as possible.

The space can accommodate text only. If your essay already exists in a digital format, you can save time by
including it as an attachment. If you would like to include tables, charts, or graphs in this section as a way to
better clarify or enhance the essays, you can put them into a digital format and attach the file.



Frequently Asked Questions (FAQS)

Q

We have documents that we think the U.S. Chamber of Commerce should review but there is no place for
them to be attached in any of the sections.

An area has been provided at the end of Section Nine — Benchmarking — where additional attachments
can be made. Please note that the U.S. Chamber of Commerce will review these items but may not
include them in the basic scoring of the application. However, if the material is noteworthy or exemplifies
an industry best practice, it may be eligible to receive discretionary points that may affect the chamber’s
star rating.

There are places where we would like to add a comment but there is no text box available.

Generally speaking, text boxes are made available where additional information is needed to determine
the chamber’s level of compliance. However, if an applicant would like to insert more information, the
applicants can always use Adobe Acrobat Reader’s “Sticky Note” feature to insert a comment anywhere in
the application forms. To access this feature click on the Tools menu at the top of your screen and slide
the cursor down to “Comment and Markup.” A list of features will appear with “Sticky Note” at the top.
Click on the “Sticky Note” icon then move your cursor to the place in the document where you would like
to make a comment. Click again and the “Sticky Note” will appear. Write your comment in the space
provided then click anywhere in the document to continue.

Completing the forms is time-consuming. Will we have to redo everything when it is time to renew our
accreditation?

The set of nine pdf files should be kept in a safe place, with backup copies available elsewhere. At
renewal, use the original set of pdf files, make changes only and save them under a new name, e.g.
Section One — Governance 20??. This new set of files is then sent to the U.S. Chamber of Commerce for
review. No need to completely redo the forms.

We have very large files on separate media and cannot attach them to a pdf file.

These files can be submitted on separate media (CDs, DVDs, USB drives, etc.) and enclosed in the same
envelope used to send the nine sections to the U.S. Chamber of Commerce and the Accreditation fee. A
note should be included to indicate what the files are and the section of the application forms to which

they apply.



Q Can more than one person be involved in completing the forms? How would this be done?

A

While it is best for one person to coordinate the process and serve as the communicator with the U.S.
Chamber of Commerce, many chambers will want to involve more than one person. Chambers will often
distribute the pdf file for certain sections to specialists who are responsible for completing them. For
example, Section Two — Finance may be given to the CFO who completes it and sends it back to the
person coordinating the application for the chamber.



8. Facilities

Standard

An Accredited chamber conforms to all federal, state, and local building fire, health, and safety
regulations. A crisis plan that includes measures to deal with a number of disruptions to chamber
operations has been developed.

Minimum Qualifications

* Projects appropriate business image and is accessible to customers

* Supports the chamber’'s communications and technological capabilities
* Has adequate safety features

* Inspects workplace annually by a safety professional

* Meets accepted OSHA regulations

* Properly maintains chamber office equipment

* Has a crisis plan in place

* Trains and educates the employees about the crisis plan

Attachment Checklist
(O] A 8.1 Crisis plan



Section 8. Facilities Minimum Requirements

A. Facility Exterior

Is the chamber facility leased or owned?

Please indicate if the facility:

a.
b.

C.

d.

e.

Projects the image appropriate for the business community
Has adequate signage and outside lighting

Accommodates the disabled, complies with the Americans with Disabilities Act
(ADA)

Has sufficient parking

Is centrally located within the business community

Does the chamber have branch offices?

B. Facility Interior

Please indicate if the facility also includes:

a.
b.

C.
d.
e
f

g.

An efficient reception area

Adequate HVAC (heating, vent, and air conditioning) system

Ability to support chamber’s communication and technological capabilities
Adequate furnishings

Adequate board room and meeting space

Private meeting spaces

Adequate number of restrooms

Does the chamber provide meeting facilities (either formal or informal) for other
organizations?

[ ] Leased
[m] Owned

m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No

m] Yes [ ] No
m] Yes [ ] No
[ ]Yes [m] No

m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No
m] Yes [ ] No



C. Office Safety

1.  Which of the following safety features does the chamber have and maintain? (check all that apply)

[] Fire and smoke alarm system [C] Emergency exit lighting

[] Security alarm system [C] Outside lighting

[] On-site security [] Backup power system

a. If the chamber does not have any of these safety features, please explain why?

In evaluating the need for the other features, it has been determine that the list security systems would not be
appropriate investments. The city of Oshkosh is a very safe community, generally ranking in the top 10 safest
communities in the United States. Since our office building is located along a high traffic street and located in
very close proximity to the Oshkosh Police Dept, it is highly unlikely that our building would be breached. The
expense for a backup power system is difficult to justify given the rare occurrence of power outrages.

2. Is an annual walk-through of the facility performed by a safety engineer, inspector, or m] Yes [ ] No
fire department?
Does the chamber’s office meet OSHA safety standards? m] Yes [ ] No
4. |s there an OSHA poster displayed in the chamber’s headquarters? m] Yes [ ] No
Is the chamber’s office equipment properly maintained? m] Yes [ ] No
D. Crisis Plan
1. Does the chamber have a crisis plan? m] Yes [ ] No
[@] A 8.1 Attach a copy of the crisis plan'. Attachment : Eb

2.  Have all employees received training on this plan? m] Yes []No



Emergency Action Plan

Purpose


The Oshkosh Chamber of Commerce is dedicated to the protection of its employees from emergencies such as tornadoes and fires.  When emergencies do occur, our Emergency Action Plan (EAP) is initiated.  This EAP is in place to ensure employee safety from emergencies during regular hours and after hours.  It provides a written document detailing and organizing the actions and procedures to be followed by employees in case of a workplace emergency.


OSHA’s Emergency Action Plan requirements, found at 29 CFR 1926.35, require the Oshkosh Chamber to have a written Emergency Action Plan (EAP).  This EAP addresses emergencies that our company expects may reasonably occur at our location.

The EAP communicates to employees the policies and procedures to follow in emergencies. This written plan is available, upon request, to employees, their designated representatives, and any OSHA officials who ask to see it.


Administrative Duties


The President/CEO is the EAP administrator, who has overall responsibility for the plan.  This responsibility includes the following:


· Developing and maintaining a written Emergency Action Plan for regular and after hours work conditions;


· Notifying the proper rescue and law enforcement authorities, and the building owner/superintendent in the event of an emergency affecting the facility;


· Taking security measures to protect employees;


· Integrating the Emergency Action Plan with any existing general emergency plan covering the building or work area occupied;


· Distributing procedures for reporting emergencies, the location of safe exits, and evacuation routes to each employee;


· Conducting drills to acquaint employees with emergency procedures and to judge the effectiveness of the plan;


· Training designated employees in emergency response such as the use of fire extinguishers and the application of first aid;


· Deciding which emergency response to initiate (evacuate or not);


· Ensuring that equipment is placed and locked in storage rooms or desks for protection;


· Maintaining records and property as necessary; and


· Ensuring that our facility meets all local fire codes, building codes, and regulations.


The President/CEO is responsible for reviewing and updating the plan as necessary.  Copies of this plan may be obtained from the Accountant.

The President/CEO has full authority to decide to implement the EAP of he/she believes an emergency might threaten human health.  The following potential emergencies might reasonably be expected at this facility and thus call for the implementation of this EAP:



Fire, tornado, flooding.


The following personnel can be contacted regarding further information about the written Emergency Action Plan or an explanation of duties under this plan:



President/CEO



Controller

Key management personnel home telephone numbers are kept in a safe place, the receptionist’s desk, for immediate use in the event of an emergency.  These telephone numbers include:



John Casper, 235-1476 or 3791803


Alice Roberts, 426-1737 or 410-6625

These telephone numbers of key management personnel have been distributed to the following persons to be retained in their homes for use in communicating an emergency occurring during non-work hours:



Kelli Karpinski, Director of Marketing & Communication


Bruce Nelson, Director of Membership & Special Events

Our building houses several places of employment, so we have set up a building-wide EAP including all employers in the building.  The Oshkosh Chamber of Commerce has informed its employees of their duties and responsibilities under the plan.  The standardized plan is kept by the Controller and is accessible by affected employees at:



Oshkosh Area Economic Development Corporation


Chamco


Junior Achievement 

If, after reading this plan, you find that improvements can be made, please contact the Plan Administrator.  We encourage all suggestions because we are committed to the success of our Emergency Action Plan.  We strive for clear understanding, safe behavior, and involvement in the program from every level of the company.


Alarms


Different emergencies call for different alarms to indicate what actions employees should take.  The Oshkosh Chamber of Commerce has established an employee alarm system.  We use direct voice communication as our means for alarming employees of an emergency.  We will use the tornado alarm to warn employees of tornado.

Because we use a communication system as an alarm system, all emergency messages have priority over all non-emergency messages.


Emergency Reporting and Weather Monitoring Procedures


In the Event of an Emergency Requiring Evacuation


When employees detect an emergency that requires an evacuation, such as a fire or hazardous release, they should leave the building and meet in the parking lot.  John Casper will notify the Fire Department.


Our backup method for reporting emergencies that require evacuation includes the following:



Alice Roberts

In the Event of a Tornado Watch


We monitor tornadoes by listening to local radio weather reports.


Evacuation Procedures


Some emergencies require evacuation or escape procedures, while some require employees to stay indoors, or in a safe place.  Our emergency escape procedures are designed to respond to many potential emergencies, depending on the degree of seriousness.  Nothing in these procedures precludes the Plan Administrator’s authority in determining whether employees should remain inside or evacuate.


Once evacuated, employees are to head toward their designated exterior or safe area, where a head count will be performed, and further instructions given.  Following is a list of exterior refuges/safe zones:



FirstChoice Insurance Office Building


Procedures to Account for Employees


Trained evacuation personnel assist in safe and orderly evacuation for all types of emergencies that require evacuation.  Once evacuation is complete, they conduct head counts.  The employees selected are trained in the complete workplace layout and the various alternative escape routes from the workplace.  Before leaving, these employees check rooms and other enclosed spaces in the workplace for employees who may be trapped or otherwise unable to evacuate the area.  A list of trained personnel appears below:



John Casper



Alice Roberts 


Mark Halfen


This list indicates a sufficient number of employees who have been designated by the company and trained to:


· Direct and assist in safe and orderly emergency evacuation,


· Provide guidance and instruction for all types of emergency situations,


· Be aware of employees with special needs who may require extra assistance,


· Use buddy system, and 


· Avoid hazardous areas during an emergency evacuation.


The list of trained personnel includes at least one person from every area for every shift.  This means that every trained evacuation person is responsible for seeing to approximately 12 evacuated employees.  The trained personnel also serve as a resource of information about emergency procedures and conduct head counts once evacuation is complete.

Once each evacuated group of employees have reached their evacuation destinations, each trained evacuation employee:


· Takes roll of his or her group,


· Makes sure all persons are accounted for,


· Reports in to a central checkpoint managed by John Casper, and


· Assumes role of department contact to answer questions.


Head count results should be given to the Fire Chief or firefighter, if requested.


No employees are to return to the buildings until advised by the Emergency Responder or designee.  If anyone is injured or contaminated, the Plan Administrator will activate rescue and first aid actions.  If an emergency incident expands, the EAP Administrator may send employees home by normal means or provide them with transportation to an offsite location.


Non-Evacuation Emergency Procedures

The Oshkosh Chamber of Commerce has the following non-evacuation procedures:


Responding to a tornado alarm

In the event of a tornado, it is policy to provide emergency warning and shelter.  Once employees are made aware of a tornado situation, they are to follow these procedures:



Go to the lower level of the building and meet in the SCORE Office. In the event that the Chamber is hosting a program, our guests will meet in the lower level Board Room. 

Employees should stay away from windows, but stay inside the building they are in.


Employees are not to leave the shelter or return to their regular duties until the all clear is given.


John Casper or Alice will determine when it is safe for employees to leave their tornado shelter and return to work.


If anyone is injured or contaminated, the Plan Administrator will activate rescue and first aid actions.


Training


Our Plan Administrator reviews the Emergency Action Plan with each of our employees at the following times:


· Initially when the plan is developed,


· Whenever a new employee is hired,


· Whenever the employee is assigned initially to a job,


· Whenever an employee’s responsibilities or designated actions under the plan change,


· Whenever new equipment, materials or processes are introduced into the workplace,


· Whenever the layout or design or the facility changes, and


· Whenever the plan is changed.


The information in this plan is not intended for casual reading, but is intended to get the appropriate message across.

mark
File Attachment
A 8.1 Crisis Plan (Emergency Action Plan).doc
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Section 8. Facilities Additional Criteria

A. Office Safety

Is there insurance coverage for the chamber’s property and business equipment? m] Yes [ ] No

Is there a provision in the chamber’s long-term plan to finance the replacement of m] Yes [ ] No
furniture and equipment?

B. Crisis Plan

Is the chamber educated about the local/county/state emergency procedures? m] Yes [ ] No
Are staff members trained in the following? (Check all that apply)

[2] CPR

[ ] First Aid

[] Defibrillator usage

Please indicate if the staff readily knows the following procedures:

a. Whoisin charge of what task during an emergency m] Yes [ ] No
b.  The method of communication used to alert employees in an emergency m] Yes [ ] No
c. How to contact one another after an emergency evacuation m] Yes [ ] No
Does the chamber crisis plan include communications guidelines? m] Yes [ ] No
Is there someone on staff designated to address the media in a crisis situation? m] Yes [ ] No
Does the crisis plan discuss provisions for reopening the chamber in the event of m] Yes []No

catastrophic loss?

Does the crisis plan discuss the chamber’s role in supporting and leading the []Yes [m] No
community through a crisis?

Is the location of backup copies of pertinent records and documents noted in the crisis [®] Yes [ ] No
plan?

a.  Where are back-up copies of pertinent records stored? (Check all that apply)

[ ] Online server [] Bank safety deposit box
[ ] CPA office [C] CEO home
[] Attorney office [] Off-site record storage facility
[ ] Other
Is a copy of the chamber’s previous Accreditation application kept off-site? m] Yes [ ] No

(if applicable)



Supplementary Information

Applicants can use this page to enter or attach supplementary information not required
by the application.

Please note that the U.S. Chamber of Commerce will review the material, but does not
score supplementary information either as a part of the application process or as a basis
for designating the chamber as Accredited, Accredited with 3-Stars, Accredited with 4-
Stars, or Accredited with 5-Stars.

Supplementary information may be awarded up to five discretionary points as deemed
by the Accreditation consultant for exceptional policies or best practices.

Comments can be entered in the space below.

=

Additional documents can be attached here :




Section 8. Facilities Minimum Requirements

A. Facility Exterior

1. The Oshkosh Chamber owns its office building. Up until recently, the Oshkosh Chamber was leasing the land from the City of Oshkosh where the office building was located. The land lease was created in 1980 when the current office was constructed for the purpose of accepting a land donation to allow the donor a charitable deduction. This past year, the City of Oshkosh deeded the land to the Oshkosh Chamber. 

2. Please indicate if the facility:


a. The building is a professional office building and does convey a positive for the community and the organization. The Chamber has made significant investment in the building.  Exterior improvements, mainly landscaping and parking lots expansion, have been completed as part of the Forward 2000 Capital Improvement Campaign.

b. The building is adequately signed and outside lighting has been enhanced with the parking lot expansion. We have removed one of our entrance signs because it was consistently being run over during the winter months by passing automobiles.


c. The Chamber building currently meets ADA standards and reasonable accommodations can be made.  Even though we have not done substantial modification to the building, we believe that, as a Chamber of Commerce, we should meet and exceed ADA standards.


d. The Chamber has adequate parking to meet our needs. Several years ago, the Chamber purchased a portion of the former Northwestern Railroad right-of-way to address our parking needs. The Chamber owns and co-maintains a joint parking lot with the office buildings directly to the north of our property.


e. The Chamber building is located in the heart of the central business district on one of the most traveled streets in the community.  The Chamber building is highly visible and easily accessable.


3. The Oshkosh Chamber has only one location.

B. Facility Interior

1. Please indicate if the facility also includes:


a. The reception area has been upgraded several years ago.  New lighting, wall covering and reception desk were added.  The reception area is a good first impression.


b. The HVAC system is adequate to service the building. A separate hot water heating system was added several years ago to address heating issues that we had. The building has separate heating and cooling systems for the first floor and the lower level.


c. The office has been modified over the years to support the cabling for our computer and technology needs. We are planning to address our wireless capabilities through the 2010 capital budget.


d. The office furnishings are adequate for our needs. Being a non-profit organization, a good share of our office furnishings were donated, over the years, by member companies.

e. The directors’ and meeting rooms are good.  Additional conference and meeting rooms were part of the Forward 2000 Campaign. This has allowed us to hold more of our seminars and workshops in the Chamber building.


f. The private office for President is adequate.  Most Chamber staff work out of office cubicles and use conference rooms for meetings.


g. The restrooms meet the needs of the Chamber and are wheelchair assessable. 


2. The Chamber provides meeting facilities for other member organizations. This is scheduled around meeting space needs of the chamber and other office tenants.

C. Office Safety

1. The Chamber has the following safety features: outside and emergency exit lighting and after hours access. This is appropriate level for the organization. In evaluating the need for the other features, it has been determine that the listed security systems would not be appropriate investments. The City of Oshkosh is a very safe community, generally ranking in the top 10 safest communities in the United States. Since our office building is located along a high traffic street and located in very close proximity to the Oshkosh Police Dept, it is highly unlikely that our building would be breached. The expense for a backup power system is difficult to justify given the rare occurrence of power outrages. 

2. The fire department conducts a semi-annual inspection of the Chamber office building. The building does comply with local building, fire, health, and safety requirements. The Chamber office is evaluated annually as part of our capital improvement budget process. This evaluation is conducted by staff, primarily the President of the organization. Staff prepares and recommends the improvement plan, including the budget, and submits this to the Board for consideration. We have experienced, over the years, reoccurring problems with ground water, because of our office being located so close to the river. This has caused flooding problems in the basement due to sump pump failure. Consequently, we have our sump pumps on a monthly maintenance schedule and an alarm system. 


3. The building does meet OSHA safety standards.


4. There is an OSHA poster displayed in the workroom of the office.


5. Major office equipment in routinely maintained. We purchase maintenance contracts for copiers, computer system, printers, etc.


D. Crisis Plan


1. The Oshkosh Chamber of Commerce does have a written disaster/emergency plan. It complies with OSHA’s Emergency Action Plan requirements. 


A 8.1 Copy of the Crisis Plan


2. The Crisis (Emergency Action) Plan has been reviewed with all Chamber staff.


Section 8. Facilities Additional Criteria

A. Office Safety


1. The Chamber has adequate insurance coverage on the building and its contents equal to the replacement value. The Chamber property and liability policy both have an “A+” rating. Coverage is reviewed on an annual basis.  The property insurance has taken into account the capital improvements done on the building and computer and equipment purchases made.  The building and property is insured for $575,000. Additionally, we purchased coverage up to $20,000 for water backup and $70,000 for computer replacement.  

2. The Board established a capital investment account and is funded equal to the amount of our annual depreciation expense.  This fund is used exclusively for all capital expenditures.     

B. Crisis Plan


1. The Chamber President is a participant in the County’s Emergency Management Preparedness program. We regularly monitor city and county emergency procedures and serve as a facilitator of the information to our members and the public. We have written featured articles for our NewsWave Magazine on this topic. Our Manufacturers Council has also presented seminars pertaining on “what to do” should a community emergency occur. 

2. Most Chamber staff members have been trained and are certified in CPR.


3. Indicated if staff readily knows the following procedures:


a. The Plan clearly outlines the point person and backup person and respective     responsibilities during an emergency.


b. The method of communication used to alert employees in an emergency is direct voice communication. Different emergencies call for different alarms to indicate what actions employees should take.  The Oshkosh Chamber of Commerce has established an employee alarm system.  We use direct voice communication as our means for alarming employees of an emergency.  We will use the tornado alarm to warn employees of tornado. Because we use a communication system as an alarm system, all emergency messages have priority over all non-emergency messages.


c. The Plan outlines how and where employees are to contact each other after an evacuation. The Plan states that some emergencies require evacuation or escape procedures, while some require employees to stay indoors, or in a safe place.  Our emergency escape procedures are designed to respond to many potential emergencies, depending on the degree of seriousness.  Nothing in these procedures precludes the Plan Administrator’s authority in determining whether employees should remain inside or evacuate. Once evacuated, employees are to head toward their designated exterior or safe area, where a head count will be performed, and further instructions given.  Following is a list of exterior refuges/safe zones: FirstChoice Insurance Office Building.


4. The Crisis Plan is very clear relative to communication guidelines including the individual responsible and the manner of the communication. 

5. The Crisis Plan does not address the issue of the media. However, it has been established by policy that the Chamber’s President is the staff designee to address the media.

6. The Crisis Plan indicates that “No employees are to return to the buildings until advised by the Emergency Responder or designee.” 


7. The Crisis Plan does not outline the Chamber’s role in supporting or leading the community through a crisis. Our Plan is primarily an internal document to guide staff in case of an emergency. However, the Chamber has played a support role in providing a information to the business community - examples of this including the flooding in summer of 2008, wind storm in 2006 and a chemical spill. In these cases, we relied on the City and County Emergency Management Teams to provide us with information. Our role was to disseminate it to the business community through email, website, faxes and phone calls. 


8. The location of back-up copies of pertinent records and documents is not noted in the plan.


a. Weekly and monthly back-up of chamber records are stored on-site in a fire proof file cabinet.

9. A hard copy of the last Accreditation application is kept on-site. A copy of the application and supplemental documents is saved as a computer file on the back-up tape system. 


1
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File Attachment
FACILITIES.DOC


' Crisis plan: The Accrediting Board requires the applicant to create a thorough crisis plan that goes
beyond a standard disaster plan. A crisis plan coordinates all resources of the Chamber in a systematic
and appropriate response and includes measures to deal with a number of disasters. For sample crisis
plans, refer to the best practices Web page at

http://www.uschamber.com/chambers/accreditation/best _practices.htm Return to Page 12
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