PARADISEC Sydney Staff Meeting 
Room 238, Transient Building F12, University of Sydney 
2pm, Tuesday 8th June, 2005 




Minutes
ACTIONs concern:

	
	LB
	NT
	FD
	AH
	MC

	1. Business from Previous minutes

· Computer has been ordered to run Rimage unit, awaiting delivery, we need to get Mark to set up the networking from other machines when it is working.

· AH and NT have not yet reconciled the PIs for the Wurm tapes and notes ACTION:  do in July when Nick is in Sydney

· FD has purchased some consumables through petty cash, ACTION:  FD to try ordering through Eugene in  future as then the items are covered by the school accounts
· Spooling machine is now working and takes about half an hour to run through a tape.


	
	*
	*
	*
	

	2. Operational Reports

NB only Frank’s report was discussed, other reports weren’t done for meeting but will be distributed with the minutes.

· FD now has a laptop for using catalogue and email while ingesting tapes.  He has not been able to connect to outside internet sites yet.  ACTION: Talk to Desktop support to set up – may be proxy problem which they can advise over phone.  ACTION: contact ITS about activating Ethernet port in Rm 239.
· NT and FD have discussed format for audio notes, ACTION:  Check with NT what still needs to be done to import remaining audio notes, perhaps the bitrate and sample rate can also be imported into catalogue?
	
	
	*

*

*
	
	

	3. Catalogue changeover

· LB and AH are meeting with ACL this afternoon to talk about a timeline for making the catalogue operational.  ACTION:  MC to experiment with test version tomorrow.  The catalogue will be offline for a few days for Tom Murtagh to import the current version.

· We will need to put together user guides.  ACTION:  have a day when we can all work together on the workflow document and catalogue user guides

· ACTION:  AH to add login for Mim and Frank for online catalogue

· Simple search will be linked to from the web page.


	*
	
	*
	*

*
	*

*

	4. Progress reports on various collections

· JS1 – ACTION: MC to talk to field methods class tomorrow to clarify metadata situation and check that filenames are correct.


	
	
	
	
	*

	5. SLSA visit

· State Library of South Australia people are coming on Thursday the 7th of July to see the Quadriga and talk to FD and MC about Paradisec’s use of it.
	
	
	
	
	

	6. Updating workflow
· ACTION:  MC will update the workflow doc, download current doc from the website.  ACTION:  AH to forward previous emails to MC about this


	
	
	
	*
	*

	7. Website and other publicity materials

· AH and LB met with Michael Rosas and decided on the colours for the website, Michael will finish the design and AH will enter the content.  We need to resolve the issue of pages which will not be located in the same part of the site in case some pages have been linked to from other sites – maybe there can be redirection pages.  Michael is going to talk to his web people about possible solutions.

· The posters will be done by the 23rd of June

· Michael will also redesign the brochure.

· Business cards will be ready by the end of June


	
	
	
	
	

	8. Outside Work

· ACTION: FD to email final figures on hours spent on work for Julia Horne and AH/LB to send costing to her.

· Elkin – we need to organise a journal transfer for work done so far and need to make further progress on tapes.  ACTION:  FD to prioritise Elkin tapes when he returns from leave.

· SWALSC materials have been sent to AIATSIS.  David Nash will invoice for his costs in acting as the courier.  We still have no contract for the remaining reels and video materials.  ACTION: AH to check with NT whether he is still going to provide training for them on the FMPro catalogue.
· Ngaanyatjarra Project is basically finalised.  ACTION: AH to remind Sally Treloyn about revising her report.

· Monash – still no contract.  We will just invoice them for the work we’ve done.  ACTION:  LB and AH to speak to Jay about invoicing them next week


	*

*
	
	*

*
	*

*

*

*
	

	9. Orders on LIEF 2004

· ACTION: AH to order Nagra items and ask Anthony Sabatini if he can quote on a Rode NT4 mic as well

· ACTION: Once all orders are finalised, AH to contact Jay and Prayag to transfer remaining to money to Conservatorium for Linda’s salary components.


	
	
	
	*

*
	

	10. New authentication on Store

· There will be passwords for everyone individually for store to coordinate with the new MySQL catalogue.


	
	
	
	
	

	11. Any Other Business

· AH to take leave for week of 12th and 13th of July

· ACTION:  everyone needs to circulate their upcoming leave plans to Amanda so that we can keep track of when everyone will be away.

· Mim attended workshop on the university’s new travel procedures.  ACTION: all Usyd staff need to go the Spendvision to set up their access to the online bookings etc


	*

*
	*


	*

*
	*

*
	*

*


