Equipoise Consulting      Evaluation and Project Management

 


Adopted Minutes for Website Committee Conference Call

Tuesday October 9, 2007, 9:30 AM
Attendees:

Tim Caulfield – Equipoise 

Beatrice Mayo – PG&E - Chairperson 
Rob Rubin – SDG&E 

Peter Lai – CPUC 

Belen Valencia – CEC 
Pierre Landry – SCE 

Absent

Executive Summary

The CALMAC Website Committee held its scheduled conference call on October 9, 2007, to address the items shown in the attached agenda. The call covered a review of the Toolkit pages, discussion of the response to added solicitation of contractors for the Contractor, a discussion of the attempt to populate the Low Income Toolkit page and a discussion on changing the content of the abstracts on the reports submitted to the searchable database. The next call will be held on Tuesday, November 13, 2007 at 9:30 AM. 
Minutes of Conference Call (in order of agenda) Call started ~8:35 AM
1. Approve minutes of September 11, 2007 Website Committee conference call. Approved unanimously.
2. Regular Meeting Items

· Review Toolkit document list. – Action TOC: Add Sept 17th decision on goals and incentives. This should be posted because there is an associate ACR which calls for a workshop on October 24th. Announce the meeting on the CALMAC Announcement listserv.

3. Pending issues about the site from prior calls:

· Contractors contact information page on CALMAC.org – Tim Caulfield sent an email to all missing companies. About half responded. No additional pursuit will be attempted. This task is now complete. Companies can add their name any time.
· CEE database sharing concept – Action TOC - Contract  with Monica Nevius 

· Low Income Toolkit page – Add link to LIOB.org. Don’t announce yet. Mary O’Drain still working on what content should be added with the low income contacts. Review on next call.

4. New Business

· Update process for Contractor Names – Scheduled for November. Sooner rather than later to avoid end of year rush. The process will include sending all contractors an email every six months requesting them to review their information and giving them a direct link to their company’s data. If the data is still correct, then they will check a confirm box. If they modify it they will check a submit box and it will be updated. In either case we will have an indication that the material has been reviewed or updated. If a company does not confirm or update on two successive requests (one year) then their names will be added to a list of those that don’t respond. Tim Caulfield will follow up on this list. If the problem becomes significant it will be brought back to the committee to redesign the process.
· Reports on Searchable Database – Peter Lai had reported that the CPUC wished to have bottom line results in the 200 word abstract. This elicited a lot of discussion. The IOU representatives expressed concern that bottom line results without the caveats presented in the report were potentially mis-leading. The results of the discussion are summarized below.
i. Abstract currently limited to 4,000 characters.

ii. Make it like an abstract for a paper.

iii. Should contain bottom line results numbers.

iv. The committee decided to request submitters to structure the abstract in two parts using the following guidelines:

1. high level description the study  and findings

2. technical description of the study.

[Note to Website Committee: While this is my memory of what we agreed, I don’t think that it really works. We really don’t need to break it up into two sections. I think we just need to give them a clear description of the elements that should be included and let them go at it any way they choose. As a result, I went to the submission form and looked at the “guidance” we give there. At the end of these minutes you will find the current text and a proposed modified guidance text. I recommend that we work on this wording to improve the content of the Abstracts. 

You should note two things, first that I changed the size criteria to 4,000 characters with spaces. MS Word currently has a function (Word Count) that allows submitters to check this. Second, in the report submission form we call this text a “summary”. I think we should call it an “Abstract” both to be consistent and to send a clearer message. By doing this, and telling them the elements we want, we will get a lot closer. 

By way of implementing this, I think we should email all of the evaluators on the list (and possibly the Announcement listserv, because this goes to the individuals, not just the company contact) with the changed criteria, then supplement this by having me do a more thorough reading of the Abstracts (which honestly I have been leaving up to them) to check that all the criteria are met.

One thing we didn’t address is whether we should make any attempt to make this retroactive. If we want to do this, I suggest that it should only be for 2006-08 studies and that the request should come from the CPUC. We should also set up a specific method to do it.]

5. Any Other Business - None

6. Adjourn conference call at 10:40 AM. Next call: November 13, 2007 at 9:30 AM PST
Draft Agenda for Website Committee Conference Call

9:30 AM, Tuesday, October 9, 2007

Dial in Number: 1-888-900-1820

Participant Passcode: 578021

1. Approve minutes of September 11, 2007 Website Committee conference call. (Minutes available in the Website area at the bottom of the Administration page of CALMAC.org. Direct link to this page is 

http://www.calmac.org/events/Draft_Minutes_Website_Call_09-11-07_V1.doc
2. Regular Meeting Items

· Review Toolkit document list. (Please review prior to the conference call and see if you identify any missing documents.)

3. Pending issues about the site from prior calls:

· Contractors contact information page on CALMAC.org – Response to additional request for missing companies. 

· CEE database sharing concept – Response to Follow up with Monica Nevius

· Low Income Toolkit page – Progress.

4. New Business

· Update process for Contractor Names – Scheduled for November

· Reports on Searchable Database – Content of summary.

5. Any Other Business

6. Adjourn conference call. Next call: November 13, 2007 at 9:30 AM PST

Suggested Guidelines for Abstract
Current Wording on Website form.

An easy way to create the summary is usually to copy and modify the first couple of paragraphs of the executive summary.  Make sure summary includes all key words pertaining to your report so the search engine can find it. Summaries are limited to 200 words.

The report summary is important because Simple Searches hunt through the summary for the words typed in for the search. We suggest that you use close to the 200 words allowed and be sure that you include all of the key phrases that describe your study.  While it is tempting to quickly write a one line description of your report to get through the process of submitting the report, this will do your hard work a disservice because it will minimize the probability of your study being found by the simple search.
Suggested Modified Wording

We recommend that the Abstract be specifically crafted to include (1) the type of study (e.g., impact, process, market, etc.), (2) the sectors included, (3) the types of measures covered, and (4) the bottom line findings of the study.  Make sure summary includes all key words pertaining to your report so the search engine can find it. Summaries are limited to 4,000 characters including spaces.

The Abstract is important because Simple Searches hunt through the summary for the words typed in for the search. We suggest that you use close to the 4,000 characters allowed and be sure that you include all of the key phrases that describe your study.  While it is tempting to quickly write a one line description of your report, or to simply cut and paste some text, to get through the process of submitting the report, this will do your hard work a disservice because it will minimize the probability of your study being found by the simple search.















