Recap of Call on 12/12/03
RE:  Process for completing the Guidebook

Participants:  Andrew Aulisi, Matt Clause, Bill Golove, Ed Holt, Kurt Johnson, Jennifer Layke 
The next step is for all partners to submit comments and edits on the latest draft of the Guidebook to LBL. Then LBL will assimilate and prepare the next version. LBL is in charge of stewarding the project and will run a conference call (currently scheduled for Dec. 16) to discuss the latest round of review.

The next big milestone is to arrive at a draft that each of the 4 sponsors believes is sufficient to pass internal review without major modifications. Each of the 4 sponsors needs to decide and agree if the next version prepared by LBL meets that test. If not, then we run another review and edit. If so, then we start submitting the “near-final” draft for internal reviews.
It’s agreed that no draft documents will be distributed beyond the partners (unless all partners sign off on the draft to be distributed).

We seem to agree that the four internal reviews should be run simultaneously, rather than running two followed by two -- this would take too much time.
Once the internal reviews are complete, LBL will prepare the final draft. LBL will keep a paper trail that explains how the edits are handled.

We need to figure out what happens if there are significant conflicting edits coming out of the internal reviews.

In terms of timing, the EPA review is normally 4-6 weeks;  WRI’s review is about 4-5 weeks;  FEMP review is about one month.

Once the substance of the Guidebook is complete, LBL will set up the design of the document. Each of the four sponsors will have an opportunity to review and give an OK to the design. Any steps that can be taken to incorporate existing design parameters among the 4 sponsors would help to ease design approval.

LBL will look into production options and implications for cost and the print run. Roughly 200 hard copies and an electronic copy will be provided by LBL to the other sponsors.
Once the final product is ready for distribution, we will have an outreach plan to coordinate promotion of the work – web site publication, workshops with CD-ROMs, coordinated press release, presentations at conferences, etc.  This plan needs to be worked out.
