
 
CKG CHAIR ADMINISTRATIVA                                              v1 May 30, 2014 
 
 
Communications and Workspace 
1. How do I activate a new listserv for my CKG? 

To create and activate a new CKG listserv, fill out the CKG Listserv Request form 
linked in the CKG wiki and email it to Jayne Dickson at CDL 
(Jayne.Dickson@ucop.edu) 

 
2. What gets posted on the CKG wiki?  

The CKG wiki is a place for posting meeting minutes, annual reports, and any other 
formal documentation that may be produced by the CKG. At this time, the wiki is not 
a workspace for working documents.  

 
3. Who can edit my CKG’s wiki page? 

The CKG chair, plus one other CKG member designate, have the ability to edit and 
add content to the CKG wiki.  

 
4. Is there a collaborative workspace available to CKGs?  

At this time there is not a collaborative workspace available. UCLAS is investigating 
a solution and has identified this as part of its year one assessment. Google Drive, 
Google Docs and other freely available tools are suggested.      

 
Reporting 
1. When are CKG annual reports due? 

CKG annual reports are due in July of each year. They are emailed to the UCLAS 
Coordinating Committee at CCC-L@ucop.edu and posted in PDF to the CKG wiki. 
The CC will share CKG annual reports with related SAGs and systemwide. 

 
2. Is there an annual reporting template?   

Yes, there’s an annual reporting template available in the CKG wiki on the CKG 
Administrativa page: 
https://wiki.library.ucsf.edu/display/UCLCKG/CKG+Administrativa  

 
3. Should we post our meeting minutes and where?   

Yes, CKG meeting minutes are to be posted within two weeks of a meeting on the 
CKG wiki: 
https://wiki.library.ucsf.edu/display/UCLCKG/UC+Libraries+Common+Knowledge+G
roups+Home  

 
4. How often should we meet?  

Meeting frequency is up to the CKG chair, but CKGs must meet quarterly at least.  
 
5.  Is there an easy way to organize and conduct conference calls? 
Doodle Poll (http://doodle.com/en/) is a free tool that can help you poll CKG members to 
identify a meeting schedule.  And, ReadyTalk is a (telephone, video, & web) conferencing 
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system available to the UCs that you can use (minor fees may apply, check with your 
library. UCSC has a good summary of how to get started: 
http://its.ucsc.edu/telephone/teleconference/readytalk.html 
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