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End-to-End Event Management (E2EEM)
Meeting Minutes
October 16, 2011
Attendees:

Lisa Baumann, Metropolitan

Lynn Hazlewood, Open Water Committee Chair
Richard Hess, Colorado

Anna Lea Matysek, National Office

Jim Matysek, National Office, IT

Steve Peterson, Pacific Northwest
Jeanne Seidler, Wisconsin

Luke Shaheen, National Office, IT

Chris Stevenson, Records and Tabulation Committee Chair

Ed Tsuzuki (Chair), New Jersey
Mary Beth Windrath, Adirondack

Luke walked the attendees (GoToMeeting) through the latest version of the sanction/calendar request process as well as the documents that the system creates for the submitter, based on the data provided during the request.  

Feedback was received:
· Contact Information

· Provide the ability to enter a name without necessarily providing an e-mail address or phone number.

· At the conclusion of adding contacts, on the screen where the submitter can “Advance Without Adding More Contact Info,” allow the submitter to identify one or more contacts to “Select which contacts are to be listed, with their contact information, on the event calendar.”

· Default the Meet Director as one selected (but can be deselected by submitter)

· At least one contact must be selected

· Is there a way to ensure that the people selected have at least an e-mail or a phone number entered?

· A separate utility has been provided to allow the entry of venue information to the venue data base without going through a sanction request form.  Permission to test this will be given to the task force members.  It is very important that if you are adding test data, you make sure you are in the test sandbox environment.

· Printed document(s) at end of process
· Instructions will be needed to instruct submitter to print the document and use it to submit sanction (and other associated) fees to the LMSC as well as pool length certification documentation, if appropriate.  Text will have to be provided that is generic enough for all events and all fee scenarios. (Ed to provide a draft of this for task force to review)

· This led to a discussion on the printed form content since we want to show that we have automated as much of the process as we can and do not want the user to feel that they are doing duplicate work.  Ed will arrange a discussion with the Legislation Committee to discuss what is required in terms of documentation and actual signatures.

· The task force should provide specific form requirements to Luke for each of the scenarios (Lynn will take open water and Jeanne will take pool events) so that required information is provided and it doesn’t have the appearance of a form that still needs to be completed (except for the minimum items, so far noted as fees, pool length and signatures).

· At the same time, we wish to be careful that we aren’t changing the scope of the first phase of the project to include things like LMSC specific documentation or the integration of the pool length data base.
Next steps (this includes open items from the last meeting as well):
1) Luke will develop the final sanction form that can be printed out after the event sanction has been approved.

a) This should be similar to the sanction form. Similar to: http://www.usms.org/admin/lmschb/gto_sanc_official_pool_sanction.pdf
b) When the sanction is approved, the requester will receive an e-mail with a URL to direct them to upload the final entry form (with the sanction number on it)
2) Ed to provide sample text instructing submitters to print out form at end of application process
3) Luke to provide access to venue entry form

4) Ed to check with Legislation Committee (Sean Fitzgerald) whether there are any insurance concerns related to having an “e” form and process (if we try to replace paper form/signatures).  If necessary, a conference call will be set up with Sean and designee, Jeanne, Lynn and Ed.
5) Anna Lea will prepare training documentation, similar to what she has created for the meet results and top ten process.

6) Task force members are asked to continue to test specific parts of the tool and provide feedback to Luke and Ed.

a) Event Info Tab – Lisa

b) Contact Info Tab – Mary Beth

c) Venue Info Tab – Rich

d) Entry Info Tab – Steve
e) Review and Submit Tab – Emmett

f) Forms (for printing) – Jeanne

g) Open Water (end-to-end) - Lynn

7) Task force to establish a training and implementation approach and timeline. (see notes from 14-Sep meeting below)
8) Next meeting to be held on Sunday, October 30 from 8pm to 9pm EST.

a) Discuss feedback from Legislation

b) Discuss feedback for each of the test pages/forms

c) Discuss approach to training

From 14-Sep Meeting Notes:

Suggestions were made with respect to training and adoption:

· Provide the tool with a catchy name, perhaps reflecting its ease of use

· Should provide training documentation and training “webinars” for

· Meet directors

· Sanctions chairs (sanction chairs should be able to train their meet directors as well as learn how to review requests)

· LMSC chairs (notification and awareness – may not need training on how to use the tool)

· Provide access to test site to allow new users to create test requests before using the production tool

· It has been recommended to establish a firm cutover date after which all events will be required to be submitted via the on-line tool

· It was also suggested that a(n additional) sanction fee be charged, that would be waived or reduced if the on-line tool was used.  This suggestion was strongly opposed.
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