CCWG Meeting Minutes
[October 28, 2010]
1. MINUTES
· Next meeting is scheduled for [November 10, 2010]
· Charter updates were approved
· Add suggested time limits for BEAD or PLD to complete the CR.  (At the PMT-CCWG meeting on 10/26/10, Mr. Christian asked on future CR’s that the CCWG provide suggested time limits for BEAD or PLD to complete the CR’s.) 
2. Old CRs
CRs reviewed include the following:
· 6506850 – Standardize PDF Case Formats (FYI - Amy uploaded PLD’s input on the CR)
· Action – Nilsa will prepare the visual Sample, Amy will prepare the written description.
· Comments –Last Month CCWG Recommend, that the team needs to be looked over the examples and get information and input from their regions and units and will discuss further at the next meeting.
· Investigation File Coversheet 
		Needed?  Not sure if this is going to have a value, MRO is the only on, but does give a formal appearance. Voted to remove, Approved!
· Synopsis
		Signatures required from Supervisor, Director, and Legal Specialist? PLD wants all Supervisors, Director, Legal Specialist agrees and signs the Synopsis, and due to some cases have some miscommunication when problems started to show in the document.  Approved to leave ECM as is, the task complete means they agree, take the signature line out.  Template is found in RO-2 section 7.  Refer the user back to WI-53.
· Sections and Exhibits
		Separate page that lists Section or Exhibit?  It was agreed that the blank pages should be removed.  Exhibits should be numbers in the following way: Sections - Roman Numerals, Exhibits – alpha, and Sub-exhibits alpha- numbers.
· Page Numbering
		Start with Cover Sheet, Synopsis, or each section numbered separately? Numbers should match the PDF and Index number in the whole file.  Numbering should be on the bottom right corner.
· Bookmarks
		Required? Required Bookmarks, each section needs to be bookmarked.  They should be label with short description of what it is example: Exhibit A, Deposit of Transit.  
· Transmittal (separate document from investigative file)  Template
		Signatures required from Supervisor, Director, and Legal Specialist? Approved, the ECM task is a digital signature of approval.
· Faceplates
Required?  The faceplate should be required and have a explanations of the exhibit.  
· Due – Nilsa and Amy will sent the documents before the next meeting, so give group time to review. 

· 6511807 – Change Label on Business Entity Screen
· Action – On Hold, Next meeting
· Comments – Need to find out if what date type need to be actually need to use.
· Due – Regina, next meeting

3. ON HOLD
· On Hold 6139132 – New Reg on AR’s with CPA (Forwarded to FTT) (10/26/10 Tim Hansen stated he would get a response written up.

· On Hold 6441594 – Use of Introductory Remarks in Formal Interviews (Kevin will get feedback from legal specialists, legal specialist meeting scheduled for 11/4/10)

· On Hold 6506884 – Standardize Process for Authenticating Evidence (Documents) in the Case File (Amy will get feedback from OGC before next meeting)

4. New Business
· 6525643 – Work Instruction: Section 6 Information Release
· Action – Approved, PMT, 30 days for Implantation
· Comments – Need to find out if what date type need to be actually need to use.

5. ATTENDEES
Adam Fast, Amy Blechinger, Roderick Prather, Tina Dillard, Nilsa Ramos 

