PARADISEC Sydney Staff Meeting

Room 238, Transient Building F12, University of Sydney

4pm, 12 June 2003

AGENDA

1. Welcome (Jane Simpson on behalf of Steering Committee)

2. Operational reports:

- Data entry and tape handling (Amanda)

- Catalogue, XML (Nick)

3. Accounts, petty cash 

4. Publicity brochure

5. Hook lecture

6. International Links

7. Workshop

8. Target setting/ overnight batch processing

9. Any other business

Present: Jane Simpson, Allan Marett, Linda Barwick, Amanda Harris

2. Operational reports:

· See Nick and Amanda’s attached reports

3. Accounts, petty cash 

· Amanda spoke to Naresh about creating an account which could be inaccessible to the university, he said it wasn’t possible – Linda to talk to him tomorrow

· Suggestion:  Nick could put money directly into the LIEF account – could create problems of restrictions on use of the money

· Linda suggested using her research consultancy account and reconciling it later 

· We need an account where outside earnings can be deposited – but may have to fill in outside earnings forms each time we deposit something.  Linda to speak to Ian Johnson  about this

· We could charge Melbourne for certain services to transfer the extra money there back to our Sydney accounts 

· Petty Cash – Amanda to talk to Maria about procedure for dealing with petty cash.  We need to discuss with Nick that he could be audited for money received and deposited in our petty cash.

· IDF - $1057 remains.  We have offered to cover travel and accommodation costs of Vanuatu participant – there is some money remaining with STA for the PNG participants’ fares

· Vanuatu participant will be invited to launch and to sit in on workshop but not to give a paper

· Linda to talk to BLO about setting up a charity so that we are able to accept donations – must have safe account for this

· Linda is sure that the Revox tape recorder which was returned last week is not ours, as it is not engraved with Music Department and the heads on ours were not scratched when sent away.  Linda is chasing the serial number with Central Assets Management.  We are being charged $200 for damaged heads.  Allan suggested calling and demanding ours back as this machine is clearly not ours, follow call with formal letter and cc to the Head of School

· Linda to talk to Tim as he agreed that the school would pay for the repair out of the equipment repair budget
· Removal of safe cannot be paid for from ARC grant as it was not listed in grant application.  Maybe it could be paid for out of School’s infrastructure Support Budget.  Linda to talk to Tim.  Amanda to call Mary to follow up FMO report on floor structure

4. Publicity brochure
· Allan suggested that the USyd logo should not be in the third place as they are contributing the most towards the project
· Jane and Amanda have notated changes to brochure – will edit before printing
· Brochure to be printed in Melbourne as quote was the cheapest
5. Hook lecture
· Tony Aristar (EMELD) and Heidi Johnson should be invited to launch
· While Allan is away, bookings should be invoiced to Adrienne

· Amanda to book flights for Tony Seeger and speak to Jamie in Risk Management about uni insurances covering travel on uni accounts – we may have to appoint him as a visiting scholar

· Linda and Allan to look at foyer size for reception

· Allan to forward list of invitees from Music department to Amanda.

· If we invite 100 maybe 60 will come – check with Melissa about normal % turn out 
6. International Links

· SOAS and DoBeS have agreed to be affiliates of PARADISEC.  Linda to contact BLO about International Affiliates requirements

· Heidi Johnson has responded positively to involvement in DELAN

7. Workshop
· Linda has been using the Open Conference Management System (publicly available software, will be used as resource for the faculty of arts.  System is very good for scheduling, automatic email reminders, submitting papers on line, managing refereeing process.  Conference Papers will be discoverable as metadata can be searched through an international electronic archive

· All guests will be booked into Rydges w/breakfast – extra room to be booked for Vanuatu participant

· Linda to talk to DOGS about funding for post-grad students, RIHSS will cover costs if DOGS doesn’t

· We may put out a call for expressions of interest from Post-grads in attending.  Nick wants to bring one post-grad student from Melbourne

· All core presenters should be seated at tables and others attending can sit on chairs behind them

· There will be more than 20 because there are several co-presenters although not all are coming
8. Target setting/ overnight batch processing

· Studer is back – 3 cassettes have been digitised so far

· To be discussed with Frank at next meeting

9. Any other business

· Russell will be the supervisor for Frank’s probation report.  

