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	CHARTER September Project Board Closure meeting – Minutes / Actions

September Project Board Closure Meeting
Wednesday 23 September 2009, 10.00am
Amory A239C.
1. Attendees:
Jess Gardner 

(JPG)

Principle Investigator/Chair

Ahmed Abu-Zayed         (AAZ)                Digital Assts Manger

Stephanie Sanders
(SS)

Projects Office - Minutes

Sue Milward

(SM)

Repository Workflow
Gary Stringer                 (GS)                  Technical Heritage Expert
Ray Burnley

(RB)

Web Service Developer
Tamsin Kilner O’Byrne   (TO)                  E-Learning (representing Matt Newcombe)
Kevin Evans                   (KE)                  Web Service Developer
Apologies from Bill Edmunds (BE), Phil Wickham (PW), Victoria Oxberry (VO), Matt Newcombe (MN), Ian Cook (IC), Diane Workman (DW)
2. Review of Actions from Last Meeting (JPG)
All actions were either completed, are in progress or have been picked up under the headings below.
3. Progress and Issues
A set of slides was presented to the Group by JPG to provide the format of the meeting. A copy of the Powerpoint presentation can be found here
The following points were raised:

· Repository 
a) EVE transfer – work is to be done on merging extra data sets and test out importing with merged data. Thanks were expressed to RB for his efforts and hard work to date. 
b) Customisation of live facility – Kevin Evans is to continue this work as Ray is leaving. The forms for submission for the future of special collections materials were raised.


Action 3.1 -  AAZ to follow up with RB
c) User documentation - VO is reviewing.
                         Action 3.2 -  AAZ to discuss with VO
RB provided an overview of the live version of the repository, pending customisation, and the development version with customisation in process, to the Group. It was agreed that the format of the left-hand menu needs to be agreed and that DSpace Help needs to be customised.

                Action 3.3 – KE to discuss format of left-hand menu with Rob Mitchell, University Web Editor
               Action 3.4 – RB and KE to discuss thumbnails further
               Action 3.5 –JPG to provide RB with text for homepage regarding customisation for themed showcases

· E-Learning 
A demonstration of the module was provided by TO.
                        Action 3.6 – TO to send a copy to AAZ to be deposited in the repository as one record.
· Dissemination
JPG advised that: 

· The dissemination programme has been agreed with JISC
· Formal launch/event and press release would take place in the New Year (2010) in new Exhibition Spaces. A “soft launch” had already been discussed
A presentation of astrological slides using images from the repository was given to the Group. 
· End of Project/Handover    
The end of project report has been drafted and the final version is pending updates from this meeting. 
· SM presented the CHARTER Handover Plan to the Group. The paper can be found here. 

             It was agreed that the AAZ would be the technical owner of the repository and the content. 

· SM presented a spreadsheet detailing the acceptance of the project into Operational Service. It was agreed that SM will be responsible for updating the spreadsheet.

                     Action 3.7 – AAZ to maintain a list of any issues e.g. Goggle analytics

                    Action  3.8 – SM to confirm who will be the ongoing contact for AAZ in BISS

                    Action 3.9 – AAZ to draft a development plan of priorities for the next 12 months. To discuss with SM.
4. AOB
The Group discussed the lessons learnt from the project. These included:
· allowing sufficient time for academics to respond to requests for data/information

· including a budget allowance for technical support
Thanks were expressed to all of the teams that had been involved in the project.



