Meeting Minutes




Meeting Logistics

	Project
	RPS R2

	Topic
	· Communications Team

	Date
	12/16/08
	Time
	7:30 AM Eastern Time

	Location
	Telecon/Webinar
	Room #
	NA
	Call-in #
	1-866-556-8002

	Facilitator
	Mary Ann Slack
	Scribe
	Peggy Leizear


Discussion Items and Summary

	ID
	Discussion Item/Summary
	Facilitator

	1
	The group discussed the need for RPS awareness, education, and engagement.  Bob Birmingham mentioned that he had spoken to Jason Rock from Global Submit and that Jason is willing to do webcasts for education.  Jason had indicated to Bob that he would like individuals to sign in via the Global Submit website to access the webcasts.  The team discussed the use of “company” owned documentation and rules regarding this. There was concern expressed regarding proprietary educational materials being the only material available.  While it is understood that individuals and companies have the right to use company-developed material in their marketing, the team agreed that material should also be available that holds no marketing aspects. Bob, Mary Ann and Peggy took an action to meet with Jason and his management to discuss how this process can work to everyone’s benefit.  Bob also took an action to call Ed Hammond at HL7 to gather HL7 policy regarding branding of materials.

It was noted that an embedded RPS document in the agenda could not be opened.  Peggy took an action to resend document to the team.

Miguel Bley asked who makes changes to wiki published materials and how to ensure that materials are accurate and current.  Peggy stated that subgroup leads were posting to the wiki and are in charge of their pages.  It was recommended that we ensure that, going forward, posted information includes change control in the form of revision dates, changes and author names as well as document versioning.  

The group walked through action items from the previous meeting. A key action to generate a basic set of communications slides was determined to be related to the agreed need for non-proprietary educational materials discussed earlier.  Mary Ann and Al Kempski took the action to create a straw man slide deck to review at the next meeting scheduled on January 8th.  Team members took the action to provide input as to what should be in the presentation in advance of the slides being drafted if possible, and to review and comment on the draft slides prior to the next meeting.

Peggy took the action to send a listserve message announcing the team’s name and to solicit additional participation.  The team discussed timing of the next meeting in light of the upcoming HL7 meeting in Orlando. It was determined that a meeting would be scheduled for prior to Orlando (Jan 8) and that Peggy would pursue the possibility of a room and audio/video support for a working meeting in Orlando if needed. The team agreed on meeting once per month at minimum, more frequently if necessary.
	Mary Ann Slack


Action Items
	ID
	Action Item
	Owner
	Status

	Date Entered
	Planned Completion
	Date Completed

	1
	Send listserve email announcing name change, and open participation.
	Peggy Leizear
	Closed
	12/16/08
	12/16/08
	12/16/08

	2
	Set up next meeting – telecon
	Peggy Leizear
	Closed
	12/16/08
	12/16/08
	12/16/08

	3
	Set up Orlando meeting for team
	Peggy Leizear
	Open
	12/16/08
	12/17/08
	

	4.
	Set up meeting with Jason and Global Submit Management to discuss educational webcasts
	Peggy Leizear
	Open
	12/16/08
	1/08/09
	

	5.
	Talk to HL7 regarding proprietary information on educational documentation.
	Bob Birmingham
	Open
	12/16/08
	1/08/09
	

	6.
	Create strawman slides for communication and education.
	Mary Ann Slack , Al Kempski, Peggy Leizear
	Open
	12/16/08
	12/30/08
	

	7.
	Update project plan to include new name and role of team
	Peggy Leizear
	Open
	12/14/08
	12/17/08
	


Invited Participants/Communications Team
Note:  ICH meeting conflicted so had less participants.
	ID
	Name
	Department
	Attend


	1
	Mary Ann Slack
	FDA
	√

	2
	Bob Birmingham
	J&J
	√

	3
	Peggy Leizear
	FDA
	√

	4.
	Al Kempski
	FDA
	√

	5.
	Louis Boulay
	Health Canada
	√

	6.
	Benie Liebler
	AdvaMed
	N

	7.
	Geoff Williams
	EFPIA
	N

	8.
	Chris Whalley
	Life Sciences Oncology, Inc
	N

	9.
	Araki Yasuhiro
	MHLW
	N

	10.
	Andres Marr
	EFPIA
	N

	11.
	Stan van Belkum
	EU Netherlands
	N

	12.
	Claire Holmes
	EMEA
	N

	13.
	Miguel Bley
	EU France
	√



 
Open; closed

2√: attended meeting; N: not present; S: sent representative
� 	Open; closed


� 	√: attended meeting; N: not present; S: sent representative
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