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DATE: 		November 11, 2014
RE:		 2 CUL Documentation: seeking input and advice

Background:  For several years Cornell LTS staff who update workflow-style procedures have used a spreadsheet to keep track of the numbered procedures that are reviewed/edited yearly.  Recently and in light of my new assignment, I added all of the LTS procedural documents to that spreadsheet. This doubled the number of “procedures” since it includes our Voyager-specific documentation, which for the most part, remains stable and doesn’t necessarily need yearly review.  The benefit of adding them to the new spreadsheet is to include contact information, and when appropriate, dates for review. 
Approach: I used the new spreadsheet as a starting place for a 2CUL spreadsheet, in an attempt to “match” Cornell and Columbia documentation.  The attached spreadsheet is arranged by the title of Cornell’s document, and includes the url for Cornell’s website.  I have added a column for the title of Columbia’s corresponding “procedure”, but have added a very few. The third column reflects a functional area to which the procedure pertains, and is somewhat arbitrary.  The additional columns are intended to accommodate Columbia’s url and whatever notes might be pertinent for both institutions.  The additional sheet (named Legend) explains the functional areas I assigned.
Challenges: I’ve encountered several. Here are a few: 
· I am unable to access many of Columbia’s procedures. Presumably that obstacle can be remedied. Irina Kandarasheva has already provided the links to procedures that are available publicly and they have been useful.  
· Finding corresponding procedures for the two institutions is tricky. And is it necessary? The titles of the “procedures” are arbitrarily assigned by whichever staff member wrote them and often don’t reflect what the nature of the procedure is.  
· One institution’s procedure may be quite lengthy and include several workflows pertaining to a function, while the other institution’s procedure may address just one portion of a function, and address other parts in separate documents. As an example, see Cornell’s LTS Procedure #60. It addresses firm order receipt and payment.  Columbia’s documentation addresses parts of this process in separate documents, one with the title: Numbering an unnumbered invoice.  

What’s next? I feel as though I have gone as far as is reasonable without input from JSMIN.  
· How do we want/plan to use the “matched” documentation? 
· Do we need to have all documents/procedures current before we go further?
· If we create a 2CUL presence for documentation, how will that be housed? And maintained? 
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