CNPS Inventory Status Change Process: Instructions Memo
The CNPS Inventory contains information on more than 2,000 rare plant taxa.  It includes data collected by botanists throughout California and other western states.  The Inventory is based on the best available scientific data currently available.  As more data are collected and new taxa are described, major changes (new additions, deletions, name changes, list changes) to the Inventory become necessary.  This memo describes the CNPS Inventory sponsorship process, sponsorship package, and status review process.

The Sponsorship Process
All requests for major changes along with the supporting data are reviewed by regional review groups consisting of local experts, botanists, and others with relevant knowledge or expertise .  To facilitate the efficient processing and expedite review of requested changes, the CNPS Rare Plant Program (RPP) has established a sponsorship process. This is the process whereby major changes are formally requested and supporting information is submitted to the RPP.  The sponsorship package requests information that supports the rationale for the proposed major change.    

General Instructions for the Sponsorship Package

The CNPS Inventory sponsorship package consists of the following elements:

1. Instructions Memo (this document)

2. Status Change Request

3. New Addition Data Form

4. Glossary

Please submit your status change requests on the applicable form(s) included in the sponsorship package. Submitting complete information will expedite review of the proposed status change.

Status Change Request

· Taxon – If the species is already included in the CNPS Inventory, write in the scientific name as it is currently used.  If this a new addition (i.e. a request to add a new plant), write the scientific name of the taxon being proposed for addition.

· Sponsor contact info – Your telephone number and/or email are very important in case we have any questions about the submittal.

· Type of change – indicate the type of proposed change.
· Name changes - check the applicable box and fill in the fields.  Only scientific name changes undergo the regional status review process.  Common name changes are reviewed by the RPP, CNDDB and appropriate reviewers, as needed.  
· CNPS List Change – this involves moving a species that is currently included in the Inventory from one list to another (e.g. moving a List 3 species to List 1B).

· Deletions - taxa proposed for removal from the Inventory.  
· New Additions - taxa that have never been in the Inventory or were considered for inclusion but rejected by reviewers in the past.
· Rationale for change – Please provide as much detail as possible in the fields provided or in additional documents as needed.  For list changes, additions or deletions, information on distribution, population trends, threats, protection status, and other relevant data should be provided.

· References – An example of the standard format in the Inventory is Systematic Botany 15(3):1-12 (2003).

· Other knowledgeable persons – Individuals with particular knowledge of the taxon, distribution, population trends, threats, conservation status, etc.  Phone numbers and emails are very helpful in our efforts to gain additional information.

New Addition Data Form
· Taxonomy – Please fill in these fields.  An exhaustive synonym list is not necessary; provide the most frequently encountered synonyms, or note if there are none.

· Plant description – Cite a Jepson Manual page number the species description or other reference, as applicable.  Cite the location of an illustration or photograph, if available.
· Biological characteristics – Check the applicable boxes in each of the categories.

· Habitat description – Check the applicable boxes, and fill in optional vegetation type(s) from the Manual of California Vegetation.  Please also indicate any habitat descriptors and the elevation range.

· Range and Distribution – A narrative and/or maps may be used in this section.

· Specific Conservation Recommendations and Notes – Indicate the appropriate CNPS List and threat rank.  Provide specific rationale, and suggested Notes for the Inventory.

· Knowledgeable individuals – This section can be used to indicate additional experts other than those noted on the Status Change Request form.

· Literature – Indicate page numbers for relevant regional floras or use the “Other Literature” box for additional references (e.g. local floras, studies, scientific papers, etc.) pertinent to the taxon.

· Occurrence / Specimen List / Maps – This section records distribution details.  Include field survey forms and maps or include additional pages with the table information provided.  
Glossary
This is provided to define the terms used and clarify items requested on the two forms above.  Additional terms and definitions may be added as necessary, and a space for associated literature references is provided.

The Status Review Process
1. The CNPS Rare Plant Program (RPP) and California Natural Diversity Database (CNDDB) ("we" hereafter) identify a possible change (i.e. addition, deletion, CNPS list change, scientific name change) or a sponsor submits a sponsorship package.  
2. We develop information from local and regional floras, scientific literature, herbaria, knowledgeable experts, and other resources.  In the case of a sponsored change, we review the sponsorship package.
3. We finalize the data and make a recommendation to the appropriate regional Plant Status Review group.  
4. RPP emails the proposed change, supporting information, and recommended action to Plant Status Review group in the appropriate region(s), and any other knowledgeable parties.
5.
We accumulate emailed responses back from regional experts who reviewed the proposed change, and process any data / information from responses to dataset.  
6.    We determine if there is consensus to accept or reject the proposed change from the returned email comments.  
A.  If there is consensus to accept the proposal, we finalize the change, and implement it at the beginning of the next quarter (see 7 below).  
B.  If there is no consensus to either accept or reject the proposal, we develop more information, review status decisions, and re-consult with regional Plant Status Review groups as necessary (including in-person meetings as needed).  

7.  At the beginning of each quarter, RPP updates the Inventory database, the Updates webpage (www.cnps.org/programs/Rare_Plant/inventory/changes/index.htm) and publishes a new official version of the dataset, via the Online Inventory (www.cnps.org/inventory). CNDDB updates their dataset and publishes a new official version of the Special Plants, Bryophytes, and Lichens List. 

The CNPS Inventory is only as good as the information in it, and we depend on people like you as the source of that information. Thank you for your help.
