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The Role of the Mothership
The S.T.A.R.T. Manual states that every shuttle should be assigned to a support (mother) ship. Such a vessel is recommended
to be geographically close to the proposed shuttle to assist in communicating and supporting the proposed shuttle during its
tenure. If the proposed shuttle is in the same region as its Mothership, then paperwork need only be sent to that Regional
Coordinator. If the shuttle is in a different region than that of the Mothership, then the Mothership and shuttle must obtain
permission to launch, send monthly reports to and obtain signatures from BOTH Regional Coordinators as well as ShOC.
Long distance Motherships sponsoring can be tough. Extra communication is necessary and vital to offset the distance.
a A Mothership is any Chapter in STARFLEET that has opted to sponsor another group wishing to
become a STARFLEET Chapter.
a The Mothership may be any commissioned STARFLEET vessel in good standing.
a The proposed Mothership must first be contacted by the prospective shuttle’s crew and should submit a
written agreement of sponsorship to the RC before the proposed shuttle’s VRR is filed. The Mothership
may be assigned by the Regional Command or ShOC, but the final decision is made between the shuttle
and the Mothership.
a A shuttle’s Mothership is intended to be an example of how a successful STARFLEET chapter operates.
As a Mothership, the most important responsibility is guidance through the ShOC training program
(S.T.A.R.T.)
a The role of the Mothership is to advise and assist.
Supporting a shuttle on its course to independent chapter status can be a very rewarding and fulfilling experience.
STARFLEET encourages any eligible chapter to undertake the responsibility should the opportunity present itself.

Pre-Launch Support
When a Mothership has chosen to help a group of individuals form their own shuttle, they should be ready to assist them
from the start. Waiting until the shuttle has already launched may be too long of a wait for the pre-shuttle. As a Mothership,
you are to assist in any way shape or form to get your shuttle started, launched and commissioned. Make no mistakes,
some of the hardest parts of successfully getting a shuttle to commission is the first few months. That’s where you come in.
Help them from the get go.

Choosing a Chapter Name
The naming process is a vital step in any shuttle’s life. It involves the name they will most likely use for the rest of their
existence. Help them choose wisely. Be sure they come up with three (3) different names before getting their hearts set on
one. Remember there are over 200 existing chapters, many on the way in, and many other chapters whose names are still
protected. Thus, choose three. The names can be of famous people, events, places or objects. Try to steer away from the
profane and ridiculous. This is the name that the shuttle will be presented as to the rest of the world.
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Ship Class and NCC Number
When choosing a class, they can do it two ways. Find one they really like, or choose a NCC number they really like. In
the first method, they will be given a range of NCC numbers to choose from, in the second method, they will be given Ship
Class to choose from. It all depends on what is important to the shuttle crew. Some people have to have the NCC number
of their Date of Birth, and others just want that killer ship that helped toast a Borg Cube. The range of classes is vast. Do
not hesitate to consult with STARFLEET DTS (Director of Technical Services) to get more advise.

Immediately After Launch
a During the first month, your shuttle will most likely be going through the routine of organizing its monthly meetings
and forming a Command Staff. It is recommended that the Mothership’s Command Staff and other members
attend a meeting or two of the shuttle, perhaps as an ‘away mission’, ‘landing party’, or another like event. This
will help in two MAJOR areas: first, it will boost the morale of the shuttle’s crew. Second, it will show more of a
gathering to the general public in the home location of the shuttle. Past experience has proven that the more people
attend a meeting, the more likely the meeting will attract newcomers.
a It is additionally recommended that the Mothership’s Command Staff invite the Shuttle Commanding Officer (CO)
and the Shuttle Executive Officer (XO) to participate in the Mothership’s Senior Staff meetings. This will provide
the CO and the XO a chance to take part in the day-to-day operations of an established chapter. At this point, the
more command experience opportunities granted the shuttle by its Mothership, the better the shuttle will operate
on its own.
a The shuttle should also be in the process of generating a recruitment flyer and membership application. If there is
a need, you may wish to offer copies of your materials to the shuttle as guidelines for creating their own unique
flyer...etc. Regional ShOC maintains fliers from many chapters for the use by shuttles.
Now is the BEST time to attend your shuttle’s meeting en masse, getting as many of your ship’s members as you
can to go with you. This display of support will have a profound impact on the longevity and prosperity of your
shuttle and its members. Try it!

On Board the Shuttle
Sometime early in the shuttle’s life, a Mothership should concentrate on helping the shuttle produce its first newsletter.
Setting up a communications department meeting with the communications staff of both Mothership and shuttle. Invitations
to the CO and XO might also be extended. There you can discuss providing a column in the Mothership’s newsletter and
provide some copies of past issues to give the shuttle’s communications staff a better idea of how to computer generate or
manually cut and paste their own newsletter.
For any fan-related organization, the most important aspect of operations is that of communications. That is producing
flyers for events, membership applications, newsletters, and contacting other clubs and individuals for a variety of purposes.
Therefore, the importance of a competent, efficient shuttle communications staff cannot be emphasized enough.
It is also very important to understand that a shuttle’s newsletter need not be a polished production with professional
artwork, state of the art layout and graphics, high quality fiction, etc. Perfectly adequate and successful newsletters can be
as brief as a singe page (or even a postcard). But only if that one page contains enough information about the shuttle’s
activities, including meeting dates and times.
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Communication, Communication, Communication
The single most important job the MOM and the most highly effective way to help a shuttle is to stay in continual
communication. Speak to the shuttle at least once a month by any means available. By keeping this line of communication
open you instill in the shuttle that you are there to stay, and that you will help. If you don’t do anything else in this
manual, then at least keep the communication flowing. This alone can do wonders.

Shuttle Ranks and Promotions
On board the shuttle, the command staff is likely to be structured in the same fashion as the Mothership. There is no set
way to set up a command structure for a chapter, other than having a CO and XO. All other positions are at the whim of
the shuttle crew. Thus, a subset of senior officers is created. Since a member’s rank usually denotes service to his/her
vessel, there is sometimes a need to recognize ‘brevet’ or substandard ranks. For those who do not wish to use this
system, the answer lies in coordinating your Mothership promotion ceremony with your shuttle so that a larger ceremony
can be held and the crews can be promoted.

Shuttle Personnel
With the Mothership overseeing the operations of as many as three separate shuttles, occasionally some shuttlecrafts end
up to be better coordinated than others. To combat this potential logistical nightmare, ShOC recommends the appointment
of local and regional shuttle personnel to assist the Mothership CO. and the RC in their endeavors to coordinate and
oversee operations of their various shuttlecrafts.

ShOC Regional Department Coordinator and FDC ShOC
ShOC recommends that an RC appoint an officer to this position who has previously been through the shuttle program, a
retired captain, a former CO, or another with ShOC experience. This officer would, in turn, assist the RC in record
keeping and coordination of shuttles in that region. Such duties may include the review of MSRs, acting as a liaison to
ShOC where applicable, keeping a log of shuttle activities, providing a forum of shuttle-to-shuttle communication within the
region, troubleshooting and mediation, just to name a few.
The FDC will keep in contact with ShOC regularly to provide input from that region’s shuttles and to keep those shuttles
up-to-date on current ShOC policies. The FDC is a valuable asset to ShOC, the region, the Mothership, and the shuttle
itself...especially in large regions where the number of shuttles can exceed 10 or more.

Shuttle Operations Liaison Officer
Shuttlecraft Operations recommends that the Mothership CO appoint a Shuttle Operations Liaison (SOL) Officer to assist
each shuttle launched from the Mothership. This officer would help participate in the shuttle’s meetings and functions, and
help provide a detailed update to the Mothership Command Staff on a regular basis. This officer would also assist in the
recruitment drives and other shuttle away missions, and assist the CO in various other duties. For these reasons, it is also
recommended that the SOL reside in close proximity to the shuttle.

Flight Deck Officer
Shuttlecraft Operations recommends that the Mothership CO appoint a Flight Deck Officer (FDO) to coordinate the
overall operations of all shuttles assigned to one Mothership. This officer will assist the Command Staff in supporting the
shuttle(s) assigned to the Mothership. Where the SOL would assist on the shuttle’s part, the FDO would do so on behalf
of the Mothership, helping to provide further assistance where needed. The FDO would assist the RDC in the coordination
of shuttle activities and may be required to provide a report on the activities of the shuttles assigned to their ship.
a
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Both of these positions can easily be incorporated into the existing departments of Operations and/or Navigation on board the Mothership, and can
be very rewarding to the officers to whom these positions are assigned. They are not mandatory positions and can be performed by existing crew. The
work is more important that who does it.
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The Paper Nebula
When dealing with more than one shuttle, it is often found that paperwork can sometimes be mixed up with your own
reports or accidentally filed incorrectly in another shuttle’s paperwork. Your SOL or FDO would be a good officer to
assist in this matter. You may also wish to ask that the shuttles file redundant monthly reports and copies of other paperwork
with the SOL and FDO. This will help protect these archives should things become lost in the transfer of command, or lost
in the US Mail or just ‘lost’ otherwise eaten by the mobius that resides in the ‘paperwork nebula’. It could and has
happened.
ShOC recommends that you have separate files for each of your shuttles (past and present). Having your SOL or FDO
maintain these files will assist you in the amount of paperwork you already have to maintain for your own chapter’s needs.

Paperwork and Publication Assistance
Some shuttles will require assistance in creating flyers, applications, newsletters, and the like. Providing copies of related
items to the shuttle will be of great help to them, for it will give them an idea as to what and established chapter’s paperwork
and publications look like. Helping your shuttle create a fictional mission statement, bylaws, and other items are some of
the items that an CO would appreciate input and assistance on from the Mothership. The Regional ShOC and FDC ShOC
can both provide additional material and information for either the MOM or shuttle.
Remember to just be resourceful and creative enough to provide input and motivation to your shuttle and its crew. Leave
room for the crew to take your input and translate it into their own unique interpretation. This will help boost their morale
and creativity.

Community Service Assistance
Although community service and charity support is not required by STARFLEET or ShOC to be a chapter or chapter-intraining, it is, nevertheless, the best way to raise the image of the shuttle you sponsor in the shuttle’s homeport (city).
Suggesting a charity to sponsor or a means to ‘give something back’ to the community the shuttle serves is a great way to
promote camaraderie and teamwork between the members of the Mothership and shuttle, and the community at large.
Bring the crew of the shuttle in on one of the
Mothership’s community service activities, if you have them. That will give the crew of the shuttle even more experience in
chapter operations. Before you know it, they’ll be inviting you and the Mothership crew, to one of their own.
If possible, it is a good idea to provide your shuttle with a listing of charities in their area. This will provide a starting point
for the shuttle’s crew to gain community support for their future activities.

Conventions
Providing table space at a convention can be very beneficial to your shuttle’s membership strength. This will allow the
shuttle to recruit alongside the Mothership, thus gaining even more experience. This small ‘perk’ is strongly recommended
between the crews of the Mothership and the shuttle, as well as STARFLEET.
Show your shuttle’s members how to obtain a table of their own. Then give them ideas and input on how to set it up and
recruit from it. This will help them get used to recruiting in a public setting. In time, they should be able to be self-sufficient
and have virtually no problems handling convention recruiting. Not to mention the fun that they will have and the confidence
you will help them to achieve.

M O T I V A T E
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Co-Sponsorship of Events
Sometime early in your shuttle’s tenure, they should generate some awareness in their community. This may take the form
of a fundraiser or recruiting drive. This is a crucial period for your shuttle, as they are most likely operating under financial
difficulty due to the cost expenditures of producing a newsletter and generating applications and flyers. In a lot of cases, the
CO and a few members are funding the shuttle’s operations out of their own pockets. A small auction or raffle at a meeting
of the Mothership or shuttle is good. Or try a bake sale or garage sale. These are proven ways to build a small amount of
funds that can later be used to invest in T-shirts or patches that the shuttle can make a small profit on for its own treasury.
Promotions at movie theaters during Science Fiction movies are also effective.
You, as a Mothership Captain, might elect to co-sponsor such an event and split the proceeds with your shuttle. You may
also wish to earmark a percentage of funds raised to benefit the charities of both the Mothership and the shuttle.

Business Contacts
Soon after your shuttle has smoothed out its operations and is underway, the shuttle may desire to purchase T-shirts or
professionally manufactured items. Since the Mothership is already established in the community they serve, chances are
that they likewise have already established business contacts such as T-shirt printers and copy shops. If the Mothership
and shuttle coordinate plan their orders together, the overall cost for
production may be considerably less expensive on both chapters. Some possible business contacts include Kinko’s™,
Office Max™ or the local print shop.
Any assistance given to shuttles in this area is sure to reflect positively on the Mothership to the business contacts and
merchants you deal with. Remember the larger the client base, the better the business relationship.

Banners, Logos, and Insignia
When a shuttle forms, they generally wish to create all kinds of flyers and other assorted merchandise with which to
advertise for their shuttle. Helping your shuttle design and/or create a logo to use for their T-shirts, letterhead, banner, etc.,
is a great way to get started.
Banners are a great way to attract attention to your shuttle during conventions and other large events. Banners can be as
large as you wish; however, you may keep in mind that really LARGE banners tend to be unwieldy and can tear easily
during outdoor functions due to the wind and the weather. You can make inexpensive banners by painting white sheets with
acrylic paints. The entire project can cost under $15 for a large banner.
Some shuttles like to create different emblems and insignia for their departments to use. You might want to discuss these
items with your crewmembers. Mothership CO’s may wish to show shuttles their chapter’s logos and insignia, if possible.
This is yet another way you can assist your shuttle and help it to grow.

Shuttle Awards and Merits
In the midpoint of the shuttle’s tenure, the crew of the shuttle may begin to express feelings of low morale or inadequacy.
This is a common occurrence known as STARFLEET Burnout Syndrome. The best cure is preventive medicine. Therefore,
an awards ceremony for the crew of the shuttle might be the order of the day. This will not only serve to boost morale, but
also will give the crews of the Mothership and shuttle yet another chance to interact and get to know each other. The
members of a shuttle have to work very hard to get their shuttle off the ground, so to speak. So, coordinate with your COs
and reward these dedicated members of both shuttle and Mothership.

R E W A R D
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What to do & When
When confronted with problems occurring on board your shuttle, sit back and observe and allow them the opportunity to
work it out amongst themselves. If the situation deteriorates, offer to mediate between those who are in the dispute. Listen
to both sides objectively and openly and offer a compromise between the parties involved. A casual soft reminder that this
is a fan organization and participation does not go onto anyone’s résumé may help bring order from chaos. If this approach
does not work, you can offer to take the matter to the crew of the Mothership for their opinion or to the RC for his/her
input, or even the IG Network. A calm, levelheaded voice can often work wonders to diffuse potentially catastrophic
situations.
Offer tips on working it out, or tell the shuttle CO how your chapter overcame a similar problem in the past if that is the
case. Remind them that this is for fun and STARFLEET does not convene court marshal hearings.
Trying to separate the disputing factions can be a good idea. Casually saying, ‘Hey, let’s chat’ or, ‘Have I got something to
show you,’ will often divert the focus from the dispute and allow time for the opposing sides to calm down and think about
a response.
Remember, when things get tedious, RESPOND calmly, proactively and stay in control, do not react, you are to be the
example they should follow. Think about your actions and don’t choose sides. Try to be fair and impartial and offer
assistance to help work it out. More often than not, you will be successful. Just be positive.

Commissioning Ceremonies
The most rewarding time for a shuttle is the time the crew of the shuttle have completed the requirements of ShOC and are
ready to commission into STARFLEET as a full-fledged chapter. This is a time of festivities for both Mothership and
shuttle. The Motherships is, by all means, expected to participate in and more importantly CELEBRATE the growth of
STARFLEET.
Some Motherships give commissioning plaques to their shuttles when they commission. While it is not required, some kind
of unique plaque, cake, certificate, or item of the like is often recommended. The gifts in these cases are held onto and
displayed with revered pride. For they represent the teamwork and synergy created by the members of the new ship.
A formal ceremony should be planned and coordinated and should involve the region as well. The commissioning of a new
chapter is the greatest culmination of STARFLEET’s interpretation of the Roddenberry’s Vision.
A new group of friends, seeking out new life and new relationships & boldly going where no one has gone before. The new
friendships themselves are a powerful reason why shuttles can be so much fun!

DO NOT ALLOW YOUR
SHUTTLe TO BECOME
LOST IN THE
“COMMUNICATIONS GAP”
MOTHERSHIP OPERATIONS MANUAL
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Troubleshooting and Problem Solving
To facilitate good relations between Mothership and shuttle, you may wish to consider pairing up department heads of the
Mothership with their shuttle counterparts. Oftentimes, the shuttle will regard its Mothership as the first source of assistance.
By keeping close contact with the shuttle, and watching its newsletter, monthly report, and other communications, you will
be able to spot potential problems as they develop and have enough time to offer assistance before the problem becomes
too difficult to handle.
Verify the shuttle’s paperwork for the first few months, so that any discrepancies can be averted before the paperwork is
filed with ShOC. Remember not to dominate a shuttle’s progress with too many ideas from the Mothership. You must try
to strike a delicate balance. While it is great to help where possible, the crew of the shuttle needs to have individuality and
self-government of their own. Too much involvement can lead to problems if the shuttle’s crew come to feel that the
Mothership will organize everything. If the shuttle’s crew is self-involved, they will gain more satisfaction from their
experiences and endeavors. Dependency on the MOM can be a whole new set of problems.
Occasionally, a shuttle will run into the inevitable problem of personality conflicts between crewmembers. Some may feel
left out of the loop, or some may be power hungry & wish to take command themselves. Or a shuttle may run into conflict
with another shuttle or chapter during a convention over table space, for example. You must accept that we are all human
and are subject to human emotions and limitations. They will respect your neutrality in the long run.

When a Mothership Does Not Help...
One of the saddest events in a shuttles career can occur when their Mothership has forsaken them. Shuttles can lose their
direction and flounder for years without proper support. If you were to let your shuttle alone and no longer work with
them, you could be dooming them to fall apart and cease to exist.
You really cannot measure the amount of need that a shuttle has for their Mothership. Even chapters who seem to do
everything fine without any assistance need that monthly nod from their MOM. It can make all the difference in the world.
Should a Mothership fail to produce and support their shuttle, the RC or ShOC may reassign a new Mothership. Failed
Mothership’s will not be allowed to be a Mothership again until what time they correct their own problems. You, as a
Mothership, have a responsibility to your shuttle, do not let them down.

S T A Y

I N
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Without you...

Shuttles won’t know
which way to go...
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P A P E R W O R K
The Vessel Registration Request (VRR)
LAUNCHING VRR
The Vessel Registration Request (VRR) must be filled out the first time to apply for the shuttle status. It is recommended that this be done as soon as the CO
and the XO have both completed their Officer Training School (OTS) requirements, and at least five (5) members of STARFLEET that are required are obtained.
If you have more than five, then list them. Just in case some memberships have expired.
The process for filing the first (launch) VRR is as follows:

•
•
•
•

The cost if $10.00 (U.S. funds) in check or money order.
The VRR must include OTS certificates for both the CO and the XO.
The VRR must be sent to the Mothership CO, the Shuttle RC, and the Mothership RC (if different). A copy may be sent to the Regional ShOC as well.
The VRR must be sent to and signed by the Director of STARFLEET Shuttlecraft Operations Command (ShOC).

It is recommended that you make copies of these items and the number of the check or money order in case it should become lost in the mail. Be sure to allow
30-45 days for this process to occur before you and your crew plan a launch date and/or party. The official launch date will be the day that the RC, of the Region
where the shuttle resides actually signed the VRR.

Commissioning VRR
The VRR must be filled out the second time to apply for Chapter (starship) status. It is recommended that this be done as soon as the CO and XO have completed
their Officer Command College (OCC) requirements, the DTS approval of name, class, and NCC designation, and at least ten (10) members of STARFLEET that
are required are obtained. Just as with the launching, it is better to list more than ten if you have them. The process for filing the second (starship) VRR is
different than the first (launch) VRR in the following aspects:
The cost is $10.00 (U.S. funds) in check or money order.

•
•
•
•

The VRR must include DTS letter and OCC certificates for both the CO and the XO.
The VRR must be sent to the Mothership CO, the Shuttle RC, the Mothership RC (if different), and ShOC.
The VRR must be sent to and signed by the STARFLEET Chief of Operations.
Find out if there are any Regional requirements in addition to the standard Fleet needs. For example, some RC’s want their commissioned shuttles to have
produced newsletter or a handbook with the chapter’s by-laws.

It is recommended that you make copies of these items and the number of the check or money order in case it should become lost in the mail. Be sure to allow
30 - 45 days for this process to occur before you and your shuttle plan a commissioning date and or/party.
Upon receipt of the signed, completed VRR, the process is complete. STARFLEET will send a Certificate of Charter for the new rookie chapter formally
commissioning them as a full-fledged STARFLEET Chapter.
At this time, you might think about cleaning your shuttle bay in preparation for the next shuttle you will launch.

Monthly Status Report
The Monthly Status Report (MSR) is required to be sent on a monthly basis to the following officers:

•
•
•

Director of Shuttlecraft Operations Command
Mothership Commanding Officer
Regional Coordinator and/or Designee (e.g., Regional ShOC)

In the rare cases, where the shuttle and Mothership are in different regions, the MSR would also be sent to the RC of another region as well. Some Region
Coordinators require shuttle COs to send a copy of their MSR to the Regional Shuttlecraft Coordinators for their Records.
The month of the report should be listed in the date field (i.e., November if you are filing your report for the operations during that month). Membership totals
should be the total number of STARFLEET members only. You may wish to delegate the filling out and filing of your MSR to one of your Command Staff
Officers & It’s up to you!

ShOC requires that reports be received by the last day of each month. That report should cover that month of
shuttle activity (e.g., April report is due April 30th & and so on).
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