MOBIUS FOLIO and OpenRS Enhancements Committee
New Request Handling Procedure (Stage 1)
Reviewed and approved 3/25/26

Tools needed:
· MOBIUS Enhancements Committee Requests Trello Board - https://trello.com/b/WzGnYyvN/mobius-enhancements-committee-requests
· Emails of Subcommittee members
· Zoom (or other meeting software)
· FOLIO, Locate, OpenRS, DCB Admin, and/or Panorama system access

Procedures when a MOBIUS member submits a new enhancement request to the Committee
Chair Responsibilities:
1. Chair of the Committee receives an email notification that a new request, in the form of a Card in the “New Submissions” List on the Trello Board, was submitted
2. Chair reviews the new request on Trello to ensure that the request is valid (e.g. came from a MOBIUS member library and is not a test or joke request), no confidential user/library information is present, and that the following necessary information is included on the submission:
a. Requestor’s Name
b. Requestor’s Email
c. Requestor’s Phone Number
d. Requestor’s Library
e. Product to Enhance
f. Use Case
3. If any pertinent data about the request is missing, Chair contacts requestor to gather and add the missing information; adding a comment to the card stating the information being requested. Missing information, once received, can be incorporated either through edits to the Card details themselves (for clarification of the request), or added as a comment in the Card. To maintain the integrity of the requests, Committee members should not alter the original entries unless deemed absolutely necessary for request clarification, or when merging or dividing Cards. If requestor provides comments that indicate an additional, separate request is needed, Chair should ask them to submit a New request.
4. When all pertinent data is present, Chair determines the appropriate Subcommittee to review and rank the request based on system involved and use case information
5. Chair assigns a Start Date to the Card matching the submission date
6. Chair assigns appropriate color Labels to the Card indicating system and Subcommittee
7. Chair then assigns the Card to the Subcommittee via Trello’s drag and drop function
8. Chair will place the new submission just above the first Card in the Subcommittee’s List that shows a priority ranking (see below section on Trello etiquette below)

Subcommittee Leader Responsibilities:

1. Subcommittee Leaders review the Trello Board on a regular basis to check for new Cards in their List
2. When one or more unreviewed/unranked Cards are present, Subcommittee Leader reviews the unranked Card(s) to check that they have been properly assigned
3. If the Subcommittee Leader feels that a Card would be better handled by a different Subcommittee, Leader drags and drops the Card to the alternate Subcommittee, removes the color Label from their Subcommittee and adds the new Subcommittee Label, and contacts that Subcommittee’s Leader to inform them that they have moved a request to their List
4. If any unreviewed/unranked Cards remain, Subcommittee Leader calls together Subcommittee members for a discussion through email, Zoom, or other means to review and rank the Card(s)
5. Subcommittee Leader schedules and leads the discussion

Subcommittee Responsibilities:

1. Subcommittee members respond to the Subcommittee’s call for discussion and participate in the Card review discussion and ranking
2. Subcommittee determines best course of action for each unranked Card
a. If consensus is that the request is best handled by another Subcommittee, follow Subcommittee Leader Responsibilities Step 3 above
b. If consensus is that the request is best handled in conjunction with another Subcommittee
i. Select the Mirror function on the Card, use the List dropdown to choose the additional Subcommittee List and click “Mirror”
ii. Add the color Label of the other Subcommittee to the Card
iii. Subcommittee Leader will contact that Subcommittee’s Leader via email to inform them that they have mirrored a request to their List
iv. Once both Subcommittees have reviewed the Card, move to Step j below to rank the request
c. If consensus is that the request is a duplicate of an existing request
i. Edit the original request Card by incorporating the New request information (fields from Chair Responsibilities Step 2 above, file attachments, and the date/time the duplicate request was submitted) into the existing request’s Card
ii. Add a Card comment that another request was merged with this existing request (with source link)
iii. Add a Card comment to the New request (the duplicate) that it was merged with an existing request (with source link)
iv. Drag and drop the New request to the CLOSED List
d. If consensus is that the request includes multiple functionality/display issues and needs to be divided into multiple requests
i. Subcommittee members decide on the dividing points and complete a new submission form, making sure to include the email of the person submitting on behalf of someone else, for each separate request
ii. Once new request(s) are submitted, edit the original request Card to limit it to just the one request/use case remaining after the others were divided off to new Cards
iii. Update the Card(s) that should now be in the New Submissions list, adding a Comment that it originated as part of another request (with source link)
iv. Leave the Card(s) in the New Submission List for Chair to review and assign
e. If consensus is that proper ranking of the request requires more information from the requestor
i. Subcommittee Leader will email the requestor for clarification and additional details; if requested on behalf of someone else, email both parties
ii. Subcommittee Leader will add a Comment providing the date and method of requestor contact along with a summary of what is being requested
iii. Upon response from the requestor, Subcommittee Leader will incorporate new details into the Card and bring it back to the Subcommittee members for review/ranking. Missing information, once received, can be incorporated either through edits to the Card details themselves (for clarification of the request), or added as a comment in the Card. To maintain the integrity of the requests, Committee members should not alter the original entries unless deemed absolutely necessary for request clarification, or when merging or dividing Cards. If requestor provides comments that indicate an additional, separate request is needed, Subcommittee Leader should ask them to submit a New request. 
f. If consensus is that the request is already functionally available within one of the available systems
i. Subcommittee Leader will reach out to the requestor to explain how to perform the requested action
1. If requestor provides feedback that the system is unable to meet the full needs of the request, Subcommittee Leader will incorporate that feedback as a Comment in the request Card and bring it back to the Subcommittee members for review/ranking (Subcommittee Responsibilities Step 2 above)
2. If requestor is satisfied with the system functionality
a. Subcommittee Leader will include a Comment on the Card indicating that the requestor was contacted, on what date, and that the request was found to already be functional
b. Subcommittee Leader can move the Card to the CLOSED List
g. Settle on a priority level (High, Medium, Low) for the request and set it in the Card. All valid Cards must receive a priority ranking.
h. Add any appropriate comments to the request, such an known Jira tickets related to the request or system release notes addressing the request
i. See Trello etiquette below on how to sort ranked Cards
j. Be prepared to present High Priority ranked requests at Committee meetings; if no “high priority” requests remain on the Trello board, be prepared to present Medium and Low Priority ranked requests at Committee meetings

Committee Responsibilities:

· Attend Committee meetings, especially when Committee-wide review of high priority requests are taking place
· Participate in discussions of high priority requests, adding your knowledge and experience related to the requested functionality
· Help the Committee come to a consensus about the feasibility and strategy of engaging with the request “In Development” (see Trello List Definitions below)
· Agree or disagree with “green-lighting” the request (see Trello Board Etiquette below)

Updates to this Document:

· Proposed changes to this document must be reviewed during a Committee meeting
· Current Committee members will then decide whether to approve or reject the changes
· The latest version of this document will be posted on the FOLIO and OpenRS Enhancements Committee page on the MOBIUS Website

Trello Board Etiquette

· List Definitions
· IMPORTANT INFO - Cards containing general information
· New Submissions - holding area for new request submissions that the Chair has not yet assigned to a Subcommittee
· Subcommittee Lists (Acq/Serials, Cataloging, Circulation, ERM, Locate, OpenRS, Sys Admin, User Mgmt) - hold ongoing requests needing review, rank, engagement, and/or implementation
· Scheduled for Release - requests whose functionality is included in the Release Notes for an upcoming system update; they are mirrored from Cards in the Subcommittee Lists
· In Development - requests whose functionality has been mentioned/documented in the system development communities, but are not yet assigned to a system update; they are mirrored from Cards in the Subcommittee Lists
· IMPLEMENTED! - requests that have been implemented, successfully tested, and reported back to original requestor as being complete; one of two final destinations of Cards prior to being archived
· CLOSED - requests that will not reach Stage 2 (invalid, duplicate, or already functional), or will not reach implemented status; one of two final destinations of Cards prior to being archived
· Watching Lists/Cards - Committee Chair should watch all Lists; Subcommittee Members should watch their Subcommittee List(s) and the Cards within their List(s); Committee Members can watch any additional Lists/Cards as desired.
· Labelling Cards - each card is assigned a Subcommittee Label and System Label by the Committee Chair; Additional Labels can be added by Subcommittee Leaders and/or Committee Officers upon review with other Committee members; The “Green Light” Label is added when the Committee has determined that the Card can progress to Stage 2.
· Sorting Cards - place unranked requests (date ascending) at the top, followed by high, medium, and low ranked requests (date ascending). At the bottom are requests that have been cancelled or already added to FOLIO or Locate through an upgrade. These latter Cards should be reviewed then Archived, Moved, or Mirrored as appropriate.
· Commenting on Cards - Certain comments are added to Card automatically (e.g. Card creation comments from Debbie Luchenbill [board creator], and Card management updates - movements, mirroring, etc.); Committee Chair or Subcommittee Leader should add comment to Card whenever the original requestor is contacted for additional information; Subcommittee Leader should add comment to Card when mirroring to one or more additional Subcommittee Lists explaining why it was mirrored; Committee members should add appropriate and succinct comments detailing development updates which provide links to JIRA tickets, community conversations and/or files documenting the development process; MOBIUS representatives should add comments to Cards whenever they receive an update from a system vendor concerning an enhancement request; Subcommittee Leader or MOBIUS representative should add comment to Card when requestor has indicated that the request has been satisfactorily implemented; Subcommittee member or MOBIUS representative should add comment to Cards that are being closed, describing the reason for closure; Do not add private details about users or libraries to Card comments.
· Merging Cards - See Subcommittee Responsibilities step 2.c. above
· Dividing Cards - See Subcommittee Responsibilities step 2.d. above
· Mirroring Cards - Used whenever an existing request has some traction/activity in the system development community (mirror to “In Development” List), or whenever an existing request has been scheduled for a future release (mirror to “Scheduled for Release” List). Also used when a single enhancement request should be reviewed and supported by more than one Subcommittee (mirror to additional Subcommittee(s) and include a comment as to why it was mirrored).
· Moving Cards - Committee Chair moves new requests from the “New Submissions” List to the assigned Subcommittee List; Subcommittee Leaders move cards that their Subcommittee has decided to close to the “CLOSED” List; MOBIUS representative or Subcommittee Leaders move cards that have been successfully implemented and tested/approved by the original requestor to the “IMPLEMENTED!” List.
· Archiving Lists/Cards - Lists and Cards should not be archived unless they are obsolete (e.g. Public Comments List) or invalid (submitted from someone outside of MOBIUS membership, or as a test or joke request). Invalid Cards can then be deleted from the Trello Board.


