Meeting Minutes

December 8, 2005
Attendance

Jed Crelley (Secretary), David Beaton, Kumaran Mahenthiran, Tom Reichlmayr, Dave Kluge (by phone), Chloe Alexson
Meeting Objectives

· Review timeline
· Discuss team breakdown
· Discuss progress with development environments
Key Points
· Each team member should review the beginning of each section of the directory in order to gain a better understanding of the topics covered within each section
· Identified editors
· Dave Kluge

· Chloe Alexson

· Pam O’Connell

· Mechele de la Sota

· Team breakdown

· Dave Beaton (Team Leader) 
· Will write up the agendas and e-mail them out on or before Tuesday for Thursday meetings

· Primary effort will be on the InDesign implementation

· Secondary effort will be on the Web Page design

· Kumaran Mahenthiran

· Primary effort will be on the Web Page design and implementation

· Secondary effort will be on the InDesign implementation

· Jed Crelley (Secretary)

· Will write up the meeting minutes and e-mail them out on or before Wednesday

· Primary effort will be on the database design and code associated with that
· Secondary effort will be on the InDesign implementation

· It was agreed upon that each individual student will have their own development environment on their own machine. This will help to prevent the working environment from accidentally being corrupted
· Discussed the fact that there are some hard deadlines around January 31. This is about the time when organizations will be contacted and informed that their data will need to be updated for the upcoming directory
· Dave Kluge expressed his desire to be able to hand everything over to the editors by early June so that they may create the directory by July.

By Next Week

· Dave Kluge – Will determine when the actual editorial dates of concern are and review the existing timeline and make any changes needed for approval
· Jed Crelley – Weave the editorial dates of concern into the timeline 
Next Meeting 

· Date December 15, 2005 4:30 PM 

· Objectives – This will now be covered in the agenda which will be delivered Tuesdays
