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Introduction  

 

The purpose of this document is to describe the Structure, Processes, and Governance 

of the Homoeopathic Pharmacopoeia Convention of the United States (HPCUS).  The 

HPCUS produces the Homeopathic Pharmacopoeia of the United States (HPUS), which 

is recognized in the Federal Food, Drug, and Cosmetic Act (FDCA) as an official 

compendium within the meaning of the statute. 

 

Homeopathy is defined as:  

 

ñHomeopathy is the art and the science of healing the sick by using substances capable of 

causing the same symptoms, syndromes, and conditions when administered to healthy 

people. 

 

Any substance may be considered a homeopathic medicine if it has known "homeopathic 

provings" and/or known effects which mimic the symptoms, syndromes, or conditions 

that it is administered to treat, and is manufactured according to the specifications of the 

Homîopathic Pharmacopoeia of the United States (HPUS).ò 

 

 

1. Structure 

 

1.1 Members 

 

The HPCUS is composed of members of two categories.  Associate Members are 

individuals possessing education, training, and skills necessary to the function of 

HPCUS, who have undergone the HPCUS Membership Application Process and been 

duly proposed for election to the Convention by the Board with approval of the Active 

Members.  Associate Members are asked to participate on HPCUS Committees and in 

HPCUS deliberations.   

 

After a period of one year, Associate Members, at the request of the Board, may be 

advanced to Active Membership status by approval of the Active Members.  HPCUS 

requires Committee Chairmen and Board members to be Active Members in good 

standing. 

 

1.2 Executive Director 

 

An Executive Director for HPCUS may be appointed by the Board of Directors and shall 

report to the President.  The duties of the Executive Director will be assigned from time 

to time by the HPCUS Board, and may be changed at their discretion.  A general 

description of the contracted activities is outlined in section 1.2.1.  In the event that the 

Executive Director position is vacant, the duties of the Executive Director shall be 

undertaken by the President or the Presidentôs designee(s). 
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1.2.1 HPCUS Executive Director Duties and Responsibilities  

 

1.2.1.1 Editorial Information 

 

1. Maintain HPUS bibliographic materials on the website in an accessible condition 

within 7 days. 

2. Provide direction to research monographs in support of various committee activities. 

3. Coordinate the preparation of monographs for publication in HPUS. 

4. Oversee the preparation of General Pharmacy and HPCUS editorial copy for 

publication in HPUS. 

5. Support S&C committee activities. 

6. Oversee the preparation of S&C committee monographs for publication in HPUS. 

7. Act as primary liaison to sponsors and those inquiring about HPUS monographs. 

8. Provide official copies of HPUS monographs. 

9. Coordinate HPCUS board activities. 

10. Support website maintenance in conjunction with web committee of HPCUS. 

 

 

1.2.1.2 Administrative Activities 

 

1. Provide outreach to the broader pharmaceutical community including USP, Medical 

Associations and Societies and the Pharmaceutical communities (industry, academia, 

professional, community, consumer, etc.), and other non-governmental organizations 

(e.g. National Advertising Division of the Better Business Bureau.). 

2. Provide the primary communication with U.S. governmental agencies. 

3. Provide outreach to media and public relations firms, coordinating media materials to 

reach appropriate members of HPCUS. 

4. Respond to correspondence with HPCUS members in coordination with the HPCUS 

President as well as inquiries to www.hpus.com. 

5. Systematically review and automate HPCUS accounting systems, including cash 

management, sales management and financial reporting. 

6. Maintain HPCUS database lists: membership, customer/subscriber, and vendor. 

7. Communicate with HPCUS members in coordination with the President. 

8. Arrange and attend board and Annual Meetings in coordination with the President. 

9. Provide annual dues notices and collect dues from subscribers. 

10. Oversee budgets in coordination with HPCUS President and Chairman of the Sales 

and Finance committee. 

11. Execute annual financial reports, including tax returns. 

12. Prepare annual strategic plan in conjunction with the President. 

13. Support the recruitment of new members into the HPCUS. 

14. Maintenance of copyrights. 

15. Maintenance of records of committee actions at the direction of the Secretary. 

16. Maintenance of IRS reporting for 501(c)3 status. 
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1.2.1.3 Sales Support 

 

1. Maintain inventories of updated paper and electronic versions of HPRS/HPUS. 

2. Follow-up on non-renewed subscriptions to identify reason for non-renewal or obtain 

renewal subscriptions. 

3. Support the development and implementation of a profitable marketing program. 

4. Process HPRS/HPUS subscriptions and fulfillment, in conjunction with the President. 

5. Maintain records of all sales and financial transactions. 

 

1.3 Administrative Structure of HPCUS 

 

The HPCUS is organized into a governing Board of Directors that supervises 

Administrative and Working Committees.  All decisions for the HPCUS must be 

undertaken or approved by the Board of Directors. 

 

Appointment of all Committees and of their Chairperson, except for the Executive 

Committee and the Nominating and Credentials Committee, which are designated by the 

Bylaws, is made by the HPCUS President from members of the HPCUS. Active and 

Associate Members may serve on Committees. In fact, participation by Associate 

Members on their assigned Committees is prerequisite for advancement to Active 

Member status. Chairmen of Committees must be Active Members in good standing of 

the Convention. Only Active Members are permitted to vote on Committee matters. 

 

Board Members may serve on Committees. 

 

 

1.3.1 Board of Directors 

 

Composition 

 

The number of Directors shall be not less than five (5), not more than eight (8). (Bylaws, 

Art. VI, Section 2). To be elected to the Board, one must have been an Active Member of 

the HPCUS for not less than one year. (Ibid.). 

 

Officers 
 

The Officers of the Corporation, who also shall be members of the Board of Directors, 

shall be: Chairman, President, First Vice President, Second Vice President, Secretary, and 

Treasurer who shall be elected by the Board. (Bylaws, Art. VII, Section 1). Their duties 

are outlined in the Bylaws. 

 

Terms 

 

Each Director shall hold office for a term of three (3) years. (Bylaws Art. VI, Section 3). 

Each Officer shall hold office for one (1) year or until a successor shall have been duly 

elected or appointed. (Art. VII, Section 2). 
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Purpose(s) 

 

The fundamental function of the Board of Directors is to be the executive and 

administrative mechanism of the Homoeopathic Pharmacopoeia Convention of the 

United States in all areas that advance and nurture the Homoeopathic Pharmacopoeia 

Convention of the United States. The Board of Directors seeks the following: 

 

1. To select and appoint competent and suitable chairmen and staff to perform the work 

of the convention, 

 

2. To hear reports of work in progress, and to evaluate their quality and quantity,      

 

3. To raise funds when necessary to support and to complete the purposes of the 

convention, 

 

4. To maintain a diplomatic liaison with federal agencies for the advancement of 

homeopathy, and to be aware of any legal changes in drug regulation that pertain to the 

homeopathic method, and 

 

5. To be the final authority on changes and additions to the Pharmacopoeia. 

 

Records 

 

The Secretary of the Convention shall be responsible for the keeping of written minutes 

of all meetings of the Board of Directors, whether the meeting is in person or by 

conference call. The Secretary shall maintain a file of all official correspondence whether 

of the Board or of a Committee. 

 

Reporting 

 

The Board of Directors reports to the Membership of the Convention at the Annual 

Membership Meeting. The report is made by the President of the Convention. 

 

 

1.3.2. Committees 

 

1.3.2.1 Executive Committee 

 

Composition 

 

The Executive Committee shall be composed of the President and such two other officers 

as the Board may designate, (Art. VIII, Section 1), a majority of which shall constitute a 

quorum. 

 

Purpose(s) 
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The Executive Committee shall exercise the authority of the Board of Directors in the 

management of the business of the Corporation between meetings of the Board. (Art. 

VIII, Section 1). 

 

Records 

 

Written minutes of the meetings of the Executive Committee, whether in person or by 

conference call, shall be kept by the Secretary.  

 

Reporting 

 

Actions of this Committee shall be reported to the Board of Directors. 

 

 

1.3.2.2 Nominations and Credentials Committee 

 

Composition 

 

The Executive Committee shall serve as the Nominations and Credentials Committee. 

(Art. VIII, Section 2), a majority of which membership shall serve as a quorum. The 

President shall appoint the Chairperson. 

 

Purpose(s) 

 

The Nominations and Credentials Committee shall administer the election of Associate 

and Active Members, Directors, and Officers of HPCUS, as well as make 

recommendations for advancement of Associate to Active membership. 

 

Records 

 

The Secretary shall receive all inquiries for HPCUS membership, forwarding them to the  

Chair of the Nominations and Credentials Committee who shall provide membership 

applications to the applicants. These completed forms shall be returned to the chairperson 

of the Nominations and Credentials Committee who shall cause them to be distributed, 

with an accompanying action form, to the Nominating and Credentials Committee 

membership, for their recommendation, to be returned to the chairperson of the 

Nominations and Credentials Committee for preparation of a written report. 

 

Reporting 

 

The Nominations and Credentials Committee shall report to the Board of Directors. The 

chairperson of the Nominations and Credentials committee shall prepare the written 

report.  

 

Procedure 
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Whenever possible, a member of the Board will arrange a meeting with the applicant and 

personally report to the rest of the Board before a vote is taken on that applicant's 

application. 

 

 

1.3.3.3 Finance & Audit Committee  

 

Composition 

 

The Chairperson and membership of this Committee shall be appointed by the HPCUS 

President. A Secretary may be elected at the will of the Committee. 

 

Purpose(s) 

 

The purposes of this Committee are to prepare a budget; to prepare a development plan; 

to review expenditures, other than legal  and review the Financial Statements of the 

Convention after preparation by the outside accountants. 

Records 

 

The Chairperson of this Committee shall keep written records of all Committee meetings, 

transactions, and correspondence, as well as a record of Committee membership 

attendance, and participation. For specifics on Communications, see that section in this 

Procedure Manual.  All reports should be copied to the President. 

 

Reporting 

 

This Committee reports to the Secretary of the Convention. 

 

1.4 Operational Structure and Committees 

 

1.4.1 Editor 

 

Appointment 

 

The Editor is appointed by the Board of Directors.  

 

Duties 

 

The Editor is responsible for the preparation and the review of new and existing 

monographs for homeopathic drugs and for forwarding the recommendations for action 

on monographs by the Board of Directors.  

 

The Editor is to provide, for a fee, copies of monographs to interested parties from whom 

he has received a written request accompanied by the requisite fee.                                                            

 

The Editor is to have published a list of the monographs that the Monograph Review 

Committee (MRC) or the Pharmacopoeia Revision Committee (PRC) has designated 
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approved or rejected, the reasons for the action taken, in appropriate publications. 

Monographs returned to the sponsor for clarification shall be on the agenda at the next 

meeting if that sponsor has returned the information to the HPCUS by the deadline 

established by the committee. 

 

Specific details of the Editor's duties are found in the contract between HPCUS and the 

Editor. 

 

Specific details of the Editor's procedures are found in the official Monograph Review 

Procedure for the Homoeopathic Pharmacopoeia of the United States (HPRS .1988-13). 

 

Records 

 

The Editor is charged with maintaining original sets and copies, to be stored with the 

Convention Secretary, of all monographs accepted or in process. He is to maintain 

records as to the progress of submitted monographs, including their status within each 

pertinent Committee. 

 

Reporting 

 

The Editor reports to the President of the Convention. 

 

1.4.2 Committees  

 

The HPCUS President makes appointments of all Committees and their Chairpersons 

from members of the HPCUS. Active and Associate Members may serve on Committees. 

In fact, participation by Associate Members on their assigned Committees is prerequisite 

for advancement to Active Member status. Chairpersons of Committees must be Active 

Members in good standing in the Convention. Only Active Members are permitted to 

vote on Committee matters. 
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1.4.2.1 Monograph Review Committee (MRC) 

 

Composition 

 

The Chairperson and the members of MRC are appointed for one year by the HPCUS 

President from the Active and Associate Members of the Convention. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected from 

its membership at the will of the Committee. 

 

Purpose(s) 

 

The MRC is to make recommendations to the Board of Directors on monographs after 

reviewing nomenclature, biological classification, chemical formulae, molecular weight, 

description; range and habitat for botanicals and zoologicals; preparation, toxicology, 

classification and medication for substances under consideration; recommendation for 

dosage, and a initial review of references. 

 

Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

 

Reporting 

 

The MRC reports to the Pharmacopoeia Editor and to the HPCUS President, the latter to 

receive reports only, not copies of monographs under review. 

 

1.4.2.2 Pharmacopoeia Review Committee (PRC) 

 

Composition 

 

The HPCUS President from the Active and Associate Members of the Convention 

appoints the Chairperson and the members of PRC for one year. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected at the 

will of the Committee.  

 

Purpose(s) 

 

The PRC is to make recommendations to the Board of Directors on monographs after 

completing an in depth review of references, ensuring adequacy of symptom picture 

and/or proving according to Convention guidelines and full compliance with the Criteria 

for Eligibility of the HPUS.  
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Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

Reporting 

 

The PRC reports to the Pharmacopoeia Editor and to the HPCUS President, the latter to 

receive reports only, not copies of monographs under review.  

 

 

 

1.4.2.3 Council on Pharmacy 

 

Composition 

 

The membership of this committee shall be composed of all Monograph Review 

Committee and Pharmacopoeia Revision Committee members. The Chairperson shall be 

appointed by the President of the Convention.  A Secretary may be elected from its 

membership at the will of the Committee. 

 

Purpose(s) 

 

The purpose of this Committee is to deliberate upon and to make recommendations for 

changes to the general pharmacy section of the HPUS and other issues not related to 

individual monographs to the Board of Directors.  Tasks will be assigned by the President 

of the HPCUS. 

 

Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

Specific details for Communications are found in that section of this Procedure Manual. 

 

Reporting 
 

This Committee reports to the Pharmacopoeia Editor and to the HPCUS President. 
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1.4.2.4 Standards and Control Committee 

 

Composition 

 

The HPCUS President from the Active and Associate Members of the HPCUS appoints 

the Chairperson and the membership of this committee for one year. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected from 

its membership at the will of the Committee  

 

Purpose(s) 

 

The purpose of this Committee is to establish standards and controls applicable to HPUS 

homeopathic drug components. 

 

Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

 

 

Reporting 

 

This Committee reports to the Pharmacopoeia Editor and to the HPCUS President. 

 

1.4.2.5 Publication Committee 

 

Composition 

 

The HPCUS President from the Active and Associate Members of the HPCUS appoints 

the Chairperson and the membership of this Committee for one year. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected from 

its membership at the will of the Committee. 

 

Purpose(s) 

 

The purpose of this Committee is to prepare documents received from the Editorial 

Committee for publication.  

 

Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 
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conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

Reporting 

 

This Committee reports to the Pharmacopeia Editor and to the HPCUS President. 

 

1.4.2.6 Editorial Committee 

 

 

Composition 

 

The HPCUS President from the Active and Associate Members of the HPCUS appoints 

the Chairperson and the membership of this Committee for one year. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected from 

its membership at the will of the Committee. 

 

Purpose(s) 

 

The purpose of this committee is to coordinate the processing of documents for 

consideration by the Board of Directors for publication. 

 

Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

1.4.2.7 Toxicology and Safety Committee (T&S) 

 

Composition 

 

The HPCUS President from the Active and Associate Members of the HPCUS appoints 

the Chairperson and the membership of this committee for one year. Members of these 

classes may apply for appointment to this Committee. A Secretary may be elected from 

its membership at the will of the Committee  

 

Purpose 

 

The purpose of this committee is to review monographs and revise, if necessary, to 

comply with current information regarding appropriate safe dosage levels for OTC, Rx, 

External, HPN attenuations.   

 

Recommendation shall be made to the Board of Directors for consideration for 

publication in the monographs and potency tables 
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Records 

 

The Chairperson shall be responsible for seeing to it that written records are kept of all 

meetings, including attendance roster and member participation verification. Signed 

conflict of interest statements shall be received from all participants and appended to the 

meeting minutes. 

 

 

Reporting 
 

This committee reports to the Board of Directors, who will advise the Editor and 

Executive Director of the appropriate action to be taken. 

 

 

2. Processes 

 

2.1 Monograph Review and Approval 

 

Monographs may be submitted to HPCUS by private sponsors or by HPCUS itself.  The 

monograph should be prepared according to the guidelines in the HPUS. 

 

The monograph should be submitted to the Editor for preliminary review and comment.  

The Editor may suggest changes, where appropriate, and return the monograph to the 

submitting party.  A completed monograph along with safety data should be submitted to 

the Editor for distribution to the Monograph Review Committee (MRC) and 

Pharmacopoeia Revision Committee (PRC). 

 

The MRC shall review the monograph for technical details as described in Section  

1.4.2.1 (Purposes).  The MRC shall recommend the monograph to the Board for 

approval, to be declined, or may return the monograph to the sponsor for more 

information.  The Editor shall publish decisions of the MRC for public comment 90 days 

after the MRC report is received and approved by the Board. 

 

The PRC shall review the monograph for technical details with a focus on clinical issues 

as described in Section 1.4.2.2 (Purposes).  PRC shall recommend to the Board for 

approval, to be declined or may return the monograph to the sponsor for more 

information. The Editor shall publish decisions of the PRC for public comment 90 days 

after the PRC report is received and approved by the Board. 

 

After the comment period, the relevant comments shall be referred to the Board along 

with MRC and PRC recommendations for a decision.  The Board can decline, return for 

additional data, or approve the monograph subject to clinical verification. The sponsor 

should then contact the Editor for details of the clinical verification.  Study requirements 

will vary according to potential toxicity of the substance and principal clinical 

indications. 
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The Pharmacopoeia Revision Committee, who will make a recommendation to the 

Board, shall review clinical verification data.  The Board will make a final determination 

after review of these data and the PRC recommendation.  

 

Monographs that have been previously approved may be re-reviewed at the request of an 

HPCUS member and approval of the Board. 

 

The following flowchart documents the process: 

 

 

 

2.2.1 Editorial Changes to HPUS 

 

All changes proposed to HPUS must be approved by the Board of Directors.   

 

2.2.2 Change Procedure 

 

To insure the integrity of the HPUS, all proposed changes must follow the following 

Change Control Procedure as outlined in  Section 2.9. 
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2.2.3 Editorial Changes to General Pharmacy 

 

Any member of the Council on Pharmacy may suggest editorial changes to General 

Pharmacy.  Suggested language should be forwarded to the chairperson for dissemination 

to the COP.  Language will be reviewed at a regular COP meeting and a recommendation 

made to the Board for action. 

 

2.3 Errors and Omissions 

 

Errors and omissions in the HPUS data should be brought, in writing, to the attention of 

the Editor with an explanation of the error or omission, along with suggestions for 

remediation, if necessary. 

 

2.4 Web Posting 

 

Materials approved by the Board shall be posted to the website within 7 days of decision. 

 

2.5 Consultants 

 

Committees may employ appropriately qualified consultants with approval of the Board.  

The consultantôs proposed job description, along with curriculum vitae and budget should 

be submitted to the Board for approval and budgetary review. 

 

2.6 Panel of Experts 

 

2.6.1 Purpose  

 

The purpose of the Panel of Experts is to fulfill special needs of the Convention when 

current membership lacks the special education, training, or experience. 

 

2.6.2 Membership 

 

The members of this Panel shall be individuals who possess special education, training, 

or experience and are available and willing to assist the Convention in its duties, but are 

unable or unwilling to assume the obligations of full membership in the HPCUS. 

 

 

2.7 Meetings 

 

Operating committee meetings may be held in person or by electronic means.  Proper 

notice should be given 30 days in advance of each meeting. 

 

2.7.1 Annual Board of Directors 

 

The Annual Meeting shall be held at a time and a place to be determined by the Board of 

Directors. Failure to hold this meeting will not work a forfeiture or dissolution of the 
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Corporation. Proper notice should be given 30 days in advance of each meeting. (Bylaws 

Art.VI Section 5 )   

 

2.7.2 Special Board of Directors 

 

Any three Directors may call special Meetings. Proper notice should be given 15 days in 

advance of each meeting. (Bylaws Art. VI Section 5.)  

 

2.7.3 Annual General Membership 

 

The Annual Meeting may be called by any three Directors with thirty days notice by the 

Secretary. The time and place of the meeting is to be determined by the President. 

Although the Board of Directors is self-perpetuating, the active participation and support 

of the membership is essential for the success of the Convention. 

 

2.7.4 Administrative Committees 

 

Frequency 

The Committee Chairperson, depending upon the needs of the Convention, shall 

determine necessity or frequency of meetings.   

 

2.7.5 Operational Committees 

 

Frequency 

The Committee Chairperson, Executive Director, or Editor, depending upon the needs of 

the Convention, shall determine necessity or frequency of meetings. 

 

 

2.8 Correspondence and Communication 

 

2.8.1 Official Correspondence 

 

The Chairperson/ Secretary or Secretary shall be responsible for committee 

correspondence to the editor, Executive Director, and the Board. Copies of the 

correspondence shall be appended to the interim or annual reports and submitted to the 

Convention Secretary. Official Correspondence will be sent to the Convention Secretary 

for review and/or official action and will be sent by the Convention Secretary to the 

Correspondent. If the document is altered in any way by the Board, the Committee 

Chairperson shall be notified of the changes. 

 

All correspondence from interested parties to the HPCUS regarding monographs in 

progress and Council on Pharmacy issues in progress, should go through the Editor. 

 

2.8.2 Committee Reports 
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The Committee Chairperson and the Editor shall prepare and submit to the Board a 

specimen of the reporting format for approval. The format should provide sufficient 

information organized in such a way that the Board can deliberate and process the data in 

an efficient manner. When necessary, the report should include the referenced materials, 

minority viewpoints, and reasons for acceptance or rejection. A glossary of terms may be 

required. 

 

There will be five copies of Interim and Annual reports. 

 

1. One copy will be maintained by the Committee Chairperson/ Secretary or Secretary. 

 

2. One copy each will be sent to the Convention Secretary, President, and Executive 

Director.  

 

3. One copy will be sent to the Editor. 

 

In lieu of sending printed reports, the committee chairpersons may electronically transmit 

the reports , provided the Committee Chairperson/Secretary retains a printed copy in case 

of electronic file corruption.   

 

Interim reports or "Minutes" will be prepared by the Chairperson/ Secretary or Secretary 

after every meeting, signed or circulated and forwarded to the Editor and the Secretary of 

the Convention.  

 

An Annual Report shall be prepared, and be presented prior to the Annual Meeting. This 

report will be made a part of the Convention Proceedings 

 

2.8.3 Minority Reports 

 

The Committee Chairperson shall be responsible for the production of a Minority Report 

should circumstances warrant it. The Chairperson/ Secretary or Secretary may write the 

report or may designate a Committee member who represents, or who has been selected 

by, the Minority to write the Minority Report. The Minority Report shall be signed by 

those whose views it represents. The original of the Minority Report shall be forwarded 

to the Secretary of the Convention, and a copy shall be sent to the Editor and a copy shall 

be maintained with the Committee records.   

 

2.8.4 Record of Attendance 

 

A record of members attending a meeting will be kept and made a part of the report. A 

roster of committee members will be maintained which will indicate when each member 

attends committee meetings. Signed conflict of interest statements shall be received from 

all participants appended to the minutes, and retained by the committee chairperson with 

the printed copy of the report. 
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2.8.5 Requests for custom bibliographic research 

 

The HPCUS entertains requests from subscribers that require significant research of 

HPCUS files and reports; for instance subscribers might request copies of provings cited 

in a series of monographs.  The data are available, however they have been collected over 

many years from multiple sources and exist in various forms (photocopies of old books,  

microfiche/film prints from library journals, electronic documents).  The files are located 

in various locations; thus it will take time to locate and collate the requested materials. 

 

Accordingly, such requests will be administered in the following manner: 

 

1. the Editor will determine if fulfilling the request is reasonable, e.g. that the 

information exists. 

2. The Editor will estimate the amount of time, materials and outside services 

required to complete the task; this information will be communicated to the 

Executive Director or President for discussion with the requester. 

3. Either the Executive Director or President will communicate to the requestor of 

the appropriate fee billed at $100.00 per hour. 

4. Once a check, made payable to the HPCUS, has been received at the Southeastern 

PA address, the Editor will produce the work for the requester. 

5. The Editor will be compensated by the HPCUS at $75.00 per hour for the amount 

of time that has been estimated. 

6. The fee will be treated as ñother incomeò on the HPCUS income statement, offset 
by ñeditorôs feesò paid to the editor. 

 

2.9. Change Control Process 

 

The HPCUS is in a continual state of update and revision.  Two types of changes to the 

online text may result.  Those changes that are minor and technical in nature that are non-

substantive, and those changes resulting from committee or Board deliberations that are 

substantive in nature. 

 

2.9.1 Non-substantive Technical Changes and Corrections 

 

The requirement for minor technical corrections should be brought to the attention of the 

Editor. The Editor will assess whether such edits are substantive in nature. If, in his 

opinion, the corrections are minor and non-substantive in nature, the editor may make 

such corrections. Upon completion and verification, the editor should inform the 

Executive Director in writing in order that the changes do not need to be entered into the 

HPCUS Change Control Log. The Executive Director will respond to the Editor that the 

changes are, in fact, non-substantive in nature, and that the changes made are sufficient.  

If the Executive Director decides that the changes are substantive and need to be 

documented through the change control procedure process, the Executive Director will 

inform the Editor in writing. 
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2.9.2 All Other Changes, Additions and Deletions to HPUS 

 

In order to maintain transparency and assure that all changes to the HPUS are properly 

approved, the following Change Control procedure will be followed for any changes not 

subject to section 2.9.1. 
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