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A.
Introduction

Critical to the FAI Ballooning Commissions success is it’s ability to communicate effectively in a global environment.  Although a number of methods are available, the new technologies available through the Internet provide a great deal of capability that the CIA can use to its advantage.
The Internet tools such as electronic mail and the World Wide Web can deliver information instantaneously, allow interactive discussions within groups and lets everyone access documents, newsletters, databases and multimedia files.  Individuals can connect, communicate and work at  their preferred time but still deal in a timely fashion with others in the organization.  The Internet, like all communications tools, has it’s drawbacks but it also has more advantages than regular mail, fax, and even the telephone.  

It is realized that not everyone is using the Internet, but those that are not, need to be encouraged to become active so they can become involved in this quickly developing technology which is greatly improving communications within the Commission. For those who wish to get connected, assistance and advice is available through the LTA Education WG, CIA Internet Point-of-Contact (individuals who work directly with the FAI Offices to maintain web information and Internet services).
These guidelines will inform individuals about some of the facilities available but will also define the approach that the FAI Ballooning Commission will use to communicate on a global scale.

B.
Communication Policy

The commission is the heart of the world ballooning community with many dedicated and hard working individuals and committee members.  Information needs to be gathered quickly, ideas exchanged in a meaningful fashion, experts consulted and balloonists informed.   In general the Ballooning Commission should be open to communicate with National Aeroclubs, local groups and individuals balloonists, keeping in mind each groups area of responsibility.  Therefore the following will be the policy of the FAI Ballooning Commission:

1
World Wide Web

1.1
The CIA will publish all documents, newsletters, event and organizational information, links to research and reference documents, and historical information on the FAI World Wide Web site as soon as possible after the approval of responsible subcommittee chairmen and/or the Bureau.

1.2
The CIA will publish, on the Web, the e-mail addresses of the bureau, delegates, alternate delegates, subcommittee members, working group members and members of other groups such as the juror list, competition directors list, etc.  

1.3
National balloon organizations are encouraged to set up their own Web sites linked to the CIA Web pages to distribute their information.

1.4
A CIA Internet Point-of-Contact will work with the FAI Office to maintain CIA services and to plan future capabilities.

2
Electronic Mail
2.1
The primary method of communications between the bureau, delegates, subcommittees, working groups, officials, and  event organizers will be electronic mail.

2.2
National ballooning federations and individual balloonists are encouraged to use electronic mail to reach and work with the various areas of the commission.

2.3
The CIA Bureau, subcommittee and working group chairmen will be accessible through e-mail and will respond quickly to individual questions from any balloonist.  Appropriate responsible individuals (e.g. Subcommittee Chairmen) should respond accordingly. 

2.4
Press releases will be distributed electronically through the CIA-INFO-L mailing list.

2.5
Groups or individuals wishing to obtain  CIA documents or additional copies of material in hard copy format may be charged an annual fee for a regular service or on a per item basis. 
2.6
When required CIA groups will have the ability to set up their own mailing lists to facilitate discussions or information distribution.  These lists can be set up by the CIA Internet Point of Contact with the following capabilities:

· Totally closed list - only email addresses permitted by the list administrator can use the list to send and receive e-mail.  Will not allow outside contributions.

· Closed - but will accept external e-mail.  

· Open list where anyone can subscribe and unsubscribe by themselves

2.7
The CIA Secretary, with assistance from the Internet Point-of-Contact, will make the CIA database of mail, e-mail and mailing list addresses available via the Web.

2.8
Use address book capabilities built into most e-mail systems to keep e-mail addresses and personal mailing lists for small groups.  This will minimize errors when typing long addresses.

2.9
When practical, authenticated signatures will be incorporated within e-mail used within the CIA.

2.10
See Appendix A for additional guidelines

3
Connecting to the Internet

3.1
As part of their position, it is expected that all Delegates and Alternate Delegates are connected to the Internet and will use the facilities to communicate and obtain information.  They will also be available, through e-mail, to balloonists within their own country 

3.2
The national balloon organizations and their representatives are responsible for their own computer and Internet connection.

3.3
If a Delegate is unavailable for a period of time (e.g. vacations) they should request someone else in the national balloon organization to handle their e-mail so the work of the organization can go on.

4
Fax, Telephone and Mail

Each of these communication methods will be used when appropriate and it is expected that CIA Delegates, Alternate Delegates, the Bureau and members of  subcommittees, working groups, officials, and  event organizers will have current information listed within the CIA name and address database.  .

C.
CIA Mailing Lists Guidelines

1.
CIA Mailing lists

These mailing lists are meant for large group discussion.

a)
CIA-DELEGATES-L - contains all Delegates and Alternate Delegates


Used for any e-mail discussions between delegates and alternates. 


Closed list so only members can exchange e-mail.

b)
CIA-INFO-L - used to distribute information to balloonists, media and anyone interested.


Membership is open and individuals can subscribe by themselves.   It is recommended that all


Delegates, Bureau, Subcommittee and Working Group members subscribe individually to this 


mailing list and be ready to participate when their areas of expertise are discussed.


The mail list usage guidelines are included in Appendix B and published on the Web at:



http://www.fai.org/general/info_cia.html

 2.
CIA Bureau, Subcommittee and Working Group Internal Mailing Lists
The CIA will use a series of mailing lists to allow it’s members to communicate in small groups or throughout the organization.  To maintain organizational integrity the lists will be set up in a top down format which will facilitate a cascading method of distributing email while reducing chances for duplicate mail.   This means that the group above can send information to lower levels if they wish but communications upward need to go to individuals at that level rather than the group above.  

This mailing list structure will minimize duplication of names and will be easy to update after the committees and working groups change, usually at each Plenary session.  More mailing list combinations can be created if they are needed for ongoing, rather than one time, communications.

Note: that e-mail within one group is NOT sent automatically to the ones below unless it is specified as such in the email address.

List Specifications:

· Only names listed within the mailing list will be allowed to send and receive e-mail in that list.

· No external mail from anyone else allowed.

· Will need to have the ability to send attachments to any list.

Several examples of how to use the various levels illustrated below would be:

a)
President wants to send a message to everyone who is on the Bureau, Subcommittees and 
Working Groups.  
Message will be addressed to: CIA-BUREAU-L and, CIA-SUBCOM-L.  

b) 
CIA Secretary wants to send a message to the Bureau members only. 


Message addressed to:  CIA-BUREAU-L

c)
Chairman of the Public Relations and Development Committee wants to send a message to the committee 
members along with the LTA Education Working Group:  


Message will be ddressed to CIA-PRDEV-L and CIA-LTA-L.



The following diagram illustrates the mailing list relationships within the CIA organization:

CIA-BUREAU-L -------- CIA Bureau (President, 3 Vice-presidents, Secretary)





|





|------ CIA-RECORDS-L (Records Review Subcommittee)





|
 

 (members plus CIA-BUREAU-L)





|





|------ CIA-RULES-L (CIA Rules Subcommittee)





| 

(members plus CIA-BUREAU-L)





|


|





|


|------ CIA-AX-L (AX Working Group)





|


|

(members plus CIA-RULES-L)





|


|





 





|


|------ CIA-AA-AM-L (AA/AM Working Group)





|


|

(members plus CIA-RULES-L)





|


|





|


|------ CIA-BX-L (BX Working Group)





|


|

(members plus CIA-RULES-L)





|


|





|


|------ CIA-SC-L (Statutes, By-laws and Sporting Code 







|


|
  Working Group





|


|

(members plus CIA-RULES-L)





|


|





|


|------ CIA-SCORING-L (Scoring Working Group)





|




(members plus CIA-RULES-L)





|





|------ CIA-PRDEV-L (PR & Development Subcommittee)





|

(members plus CIA-BUREAU-L)





|


|





|


|------ CIA-EPAS-L (Events Planning Advisory Service)





|


|

(members plus CIA-PRDEV-L)





|


|





|


|------ CIA-LOGOS-L (Logos & Products Working Group)





|


|

(members plus CIA-PRDEV-L)





|


|





|


|------ CIA-LTA-L (LTA Education Working Group)





|


|

(members plus CIA-PRDEV-L)





|


|





|


|------CIA-WAG-L (World Air Games Working Group)





|




(members plus CIA-PRDEV-L)





|





|------ CIA-SAFETY-L (Safety Subcommittee)





|

(members plus CIA-BUREAU-L





|





|------ CIA-JURY-L (Jury Board)





|

(members plus CIA-BUREAU-L)





|





|------ CIA-OBSERVER-L (Observer Subcommittee)







 (members plus CIA-BUREAU-L)

CIA-SUBCOM-L 
---- All of the bureau and subcommittee mailing lists

 


















Appendix A.
E-mail Usage Guidelines  

Modern technology, like computers and Internet, are now available within all countries and more so within the ones who are involved in sport aviation.  There are few reasons why national aeroclubs, national ballooning organisations, CIA Delegates and subcommittee members can not allocate sufficient financial resources to improve their communications with the CIA and FAI.  It is time to exploit the new communications tools extensively.

Electronic mail is a valuable tool if used properly.  Beside the general Netiquette rules here are a few points that should be considered when communicating within the CIA.

· No guaranteed delivery:

Although the e-mail technology is quite reliable, currently there is no universal guaranteed e-mail delivery mechanism.  To ensure the person has received and read the e-mail you may wish to ask them to acknowledge that they have received it.  Otherwise send it again.

· Sign your e-mail

Always put your real name somewhere in the message as some e-mail addresses are very cryptic and the senders name may not be displayed.

· Watch for fakes

With the right technical skills and computer access, e-mail can be faked or if a person left their e-mail signed on, another individual may play a practical joke..  So if you receive a message that is suspicious, ask the person involved if that is what he meant to say before taking action or offense.

· Reply to e-mail


People are very busy and often traveling.  When you get an important message, let the sender know that you 


have received it.  Otherwise the assumptions can include the person is out of contact with the e-mail service, 


on vacation or has died.

· Use meaningful SUBJECT description


In order to help the receivers handle their email, use a meaningful SUBJECT: description.  This will     
also help in filing and retrieving mail later.

· Include Web references

Rather than cutting or pasting Web information, send the Web page address so the person can get the whole reference, and related ones, themselves rather than cluttering up mailboxes.  

· Sending copies

Use the carbon copy or blind carbon copy only when needed and not for all your correspondence.

· Confidential e-mail

Confidential or personal e-mail should be treated as such and not circulated to others without requesting permission of those concerned. 

· Working with attachments:

- Ensure the person receiving the attachment has software that can open and use it.

- Use compress utilities to make the files smaller.

- Be aware that some people may have small mailboxes and therefore can not handle large files.

· Check addresses

When replying to messages check the return address the e-mail system has used before you send.  This can avoid embarrassment.

Appendix B - Guidelines for FAI Ballooning Information Mailing List as Published 




on the Web

   Subscribing to the list : 

To subscribe to the FAI Ballooning Information mailing list, send an Email to cia-info-l-request@fai.org, mentioning 'subscribe' in the subject field. 

   PLEASE READ CAREFULLY 

This document consist of two parts : 

1
"Netiquette" for the CIA info mailing list. Comments and further suggestions from subscribers are welcome. 

2
We have noticed that a lot of people have no knowledge of how mailing lists work and do not know how they should behave. We have therefore prepare a short document listing the most Frequently Asked Questions about this mailing list. We try to give you answers to these questions in part 2 of this message. 

               NETIQUETTE FOR THE CIA INFO MAILING LIST

   1. Messages should be restricted to the following TOPICS: 

          CIA meetings 

          Sporting Code: General Section and Section 1 

          International ballooning competitions 

          Balloon classes and their future development 

          Ballooning World Records and badges 

          Technical and scientific aspects of ballooning 

          Airspace and regulatory matters affecting ballooning 

          Safety and training 

   2. Suitable, ENCOURAGED CONTRIBUTIONS 

        1. From FAI/CIA: 

               Official announcements of (e.g.) 

                    changes in the Sporting Code (General Section and Section 1) 

                    changes in the FAI Statutes and By Laws affecting CIA 

                    international ballooning championships 

                    FAI meetings (Council, CASI, General Conference) 

                    CIA meetings (dates, agenda, availability of minutes) 

                    world records claimed 

                    world records homologated 

                    approved equipment, if any 

               General information on (e.g.) 

                    airspace and regulatory matters affecting ballooning 

                    any matters affecting all sports commissions 

                    frequently asked questions (FAQ) 

                    contact persons for FAI, CIA 

                    the FAI and CIA web pages 

        2. From national ballooning associations or CIA delegates 

               General information about ballooning in that country 

               Information on ballooning events organised there 

               Contact persons (addresses, phone, fax, e-mail) for ballooning 

               Statements of ballooning policy, suggestions for CIA work 

               Any problems with ballooning in your country where the CIA may help? 

        3. From anyone 

               Comments on CIA decisions, rule changes etc. 

               Suggestions for the development of ballooning and for the work of CIA 

               Comments and suggestions concerning the CIA home page 

   3. Unsuitable, DISCOURAGED CONTRIBUTIONS 

          Commercial announcements of any kind 

          Private offers of balloons or equipment for sale 

          Requests for specific information (should be addressed to FAI or CIA contact persons) 

          Topics not covered by CIA

         FREQUENTLY ASKED QUESTION ABOUT THIS MAILING LIST

1) What is a mailing list ? 

A mailing list is a group of Email addresses that can all be reached by sending a message to one address: the list address (cia-info-l@fai.org for example). Mail sent to that list address is redistributed to all addressees on the list (the subscribers). Subscribers can have a discussion, exchange comments and suggestions by sending messages to the address list. This is called "posting to the list" and each message will be distributed to all the list's subscribers. 

2) What are the FAI mailing lists used for ? 

The FAI mailing lists are used to disseminate and exchange information on specific topics. The topics discussed in the CIA mailing list are covered in Part 1 of this document. Contributions MUST be restricted to those subjects. The FAI mailing lists MUST NOT be used for casual conversations. 

3) I am subscribing to one of FAI's mailing lists, but there are very few messages posted to it. Is this normal ? 

FAI will post official notifications and pieces of information to the mailing lists, such as press releases and records notifications. Depending on the activity covered by the commission and the period in the year, this may not represent a lot of messages. 

Air Sport Commission delegates may start discussions on topics related to their commission's work.  The number of mails this generates depends on the number of delegates already having an Email address. We expect this situation to improve gradually as more FAI people get an access to the Internet. 

You may also contribute if you have comments or questions that relate to the topics covered by the

mailing list you are subscribing to. 

4) I am subscribing to an FAI mailing list, and I receive via the list address messages from non-FAI people. How can that happen ? 

Any subscriber to the mailing list can send a message to the list address. Such a message is then automatically redistributed to all the list subscribers. See Questions 1 and 2 above to get an understanding of how mailing lists operate. All we request is that contributions relate to the topics covered by this mailing list. These topics are described in Part 1 of this document. 

5) Can I send a message to the mailing list I am subscribing to ? 

Yes you can. Simply mail to the list address (cia-info-l@fai.org in the case of the ballooning Information list) and your message will automatically be sent to all the list subscribers. All we request is that contributions relate to the topics covered by this mailing list. These topics are described in Part 1 of this document. 

6) Is the topic of my contribution suitable for this mailing list ? 

You have to remember one important fact: all the subscribers to that mailing list have personally requested to be on the list. They have done so because they share an interest in the sport of ballooning and the work FAI and its Ballooning Commission are conducting. These subscribers believe they can get helpful information from the list, and they can also send their comments and suggestions on the work conducted by FAI in this area. 

Therefore you should ask yourself each time you want to post a message to the list : "Is my contribution on a suitable topic for this list ?". If the answer is YES, then do not hesitate and post your message to cia-info-l@fai.org. 

If you are unsure that the topic of your message is covered by CIA or if it is a request for specific information, you should contact FAI or a CIA contact person directly (at info@fai.org for example).

7) I see that there are 2 addresses for each mailing list. Which one should I use ? 

The cia-info-l@fai.org address is to be used to post contributions to the list. 

The cia-info-l-request@fai.org address is to be used for messages to the list supervisor, when you want to subscribe or unsubscribe for example. 

8) Why do people complain about irrelevant mails posted to the mailing lists ? 

There are several reasons. Many people depend on Email for their job, so making email less productive is a serious problem for them. They cannot spend their time handling messages with misleading subject lines and contents. Also you have to consider that many people connect to the Internet with a modem. Retrieving their Email costs them time and money. They have subscribed to this mailing list to get relevant information on ballooning and it is highly inconsiderate to make them pay for irrelevant messages. 

You should bear this in mind before you post a message to the mailing list. 

9) I am a starter and I must admit I do not really know how to use Electronic mail effectively. Can you help ? 

The FAI Internet Working group has prepared a short document giving some considerations and guidelines for using Electronic Mail effectively. Mail us at : info@fai.org and we will be pleased to send you a copy. 

10) I have heard people talk about moderated mailing list. What is it ? 

A mailing list is moderated when all messages posted to the list are first directed to a supervisor. This person checks and approves them before they go to the list, if appropriate. The FAI mailing  lists are not moderated. 

11) Why isn't the cia-info-l@fai.org mailing list moderated ? 

There are several reasons for that. We want subscribers to be able to freely reach FAI and Commission delegates, and forward their suggestions and comments. Also, FAI consists only of a small permanent staff of 6 people who have to deal with all aspects of FAI's administration. There are at the moment 45 Email mailing lists. Even though not all of them are very active, it wouldn't be feasible for us to monitor and process quickly messages going to all of them. 

We expect everyone's cooperation to ensure an efficient running of the mailing lists. This way, it won't be necessary to moderate them. 

12) My Email address has changed, and I want to remain a subscriber to the FAI mailing list I am on. What do I have to do ? 

Mail us at the -request address of the mailing list you are subscribing to (for example: cia-info-l-request@fai.org if you are subscribing to cia-info-l@fai.org, the list for ballooning information), and let us know of the address to be deleted (the old one) and the address to be added (the new one). We will make the change immediately. 

13) I have a question or comment to forward to FAI only, which does not concern the mailing list subscribers. Who should I send my mail to ? 

You should send your message to info@fai.org 

14) I have just received a computer virus warning. Should I copy it to the mailing list I am subscribing to ? 

You should know that a lot of virus warnings that are circulated over the Internet are nothing more than computer virus hoaxes. It is recommended that you * DO NOT * circulate virus warnings without first checking with an authoritative source. An excellent page on these annoying Internet Virus Hoaxes is located at http://ciac.llnl.gov/ciac/CIACHoaxes.html.
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