 
RIT / FARA / EDS Registry Project

Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	01/26/06
	Time:
	4:00 PM Eastern – 6:00 PM Eastern

	Host:
	Tracy Rericha
	Recorder:
	Sandy Morris

	Location:
	Teleconference
	Conference Call:
	(866) 811-0794; 

Passcode: 902629#


	
	Name
	Role

	
	Steve Coad
	RIT – Technical Leader / Developer

	
	Sandra Morris
	RIT – UI Coordinator / Developer

	
	Tracy Rericha
	RIT – Project Manager / Developer

	
	Elaine Simone
	RIT – Quality Assurance Manager / Developer

	
	John Manos
	EDS – Technical Leader SME and Mentor

	
	Michelle Whalen
	EDS – Project Manager SME and Mentor


Agenda:

	Num
	Topic
	Responsible

	1. 
	4:00 – 4:15pm

Schedule slippage – the issue at hand
	Tracy

	2. 
	4:15 – 4:40pm

Wrapping up the Define Phase
	Tracy

	3. 
	4:40 – 5:10pm

Moving ahead to the Design Phase
	Team

	4. 
	5:10 – 5:30pm

Stepping through the schedule
	Team

	5. 
	5:30 – 5:45

Scoping Discussion
	Team

	6. 
	5:45 – 6:00pm

Round Table
	Team


Discussion / Minutes:

	Topic 1.  Schedule slippage – the issue at hand
	Tracy

	Document Detailed Requirements – slipping because original detailed requirements were not detailed enough and in the format expected by EDS

· Baseline start was 1/12/06, Baseline finish was the same day; 1/12/06. 

· Actual start was 1/12/06; Actual Finish: 1/24/06 
· This gave us enough time to complete second-round changes to detailed requirements based on discussions from the detailed requirements review
Obtain Customer Signoff on Detailed Requirements – slipping because the detailed requirements were not completed on schedule, and we were not able to wrap up the define phase on schedule

· Baseline start was 1/19/06, Baseline finish was the same day; 1/19/06 

· Actual start was 1/24/06; Proposed Actual finish: 1/26/06 
· Already sent out to Jen for approval with all changes from the review
Requirements Traceability – need to update after detailed requirements are finalized

· Send out for informal review 1/28/06
· Aim to get them signed off 1/31/06

	


	Topic 2.  Wrapping up the Define Phase
	Tracy

	Define Phase Review  \ Resolve Issues – slipping because the detailed requirements were not completed on schedule

· Baseline start was 1/12/06, Baseline finish was 1/19/06 

· Actual start was 1/12/06; Proposed Actual finish: 1/26/06 

· Scope must be estimated in terms of effort; the prioritization is used to make a final decision based on that

Define and Document User Acceptance Test (UAT) Cases

· Start when detailed requirements are approved, proposed date: 1/26/06

General Schedule Changes/Information

· Development Environment Done – Monday

· Split Learning Environment into two tasks one for SourceSafe (so it can be sooner) and one for the overall environment

· Jen will now own the UAT’s so Elaine & Sandy’s primary role will be to review them; Tracy needs to email Jen and give her the timeframe for this task; use the Unit template but add confusion-free instructions so she knows what to do

· Add a separate task for the review of the UAT Test Cases

· Project schedule is IMPORTANT

· Validate estimate – next Thursday



	Topic 3.  Moving ahead to the Design Phase
	Team

	· Beginning 1/26/06 (or when Define Phase is complete)

· Create Initial Context, System and Architecture Diagrams

· Document Business/Technical Design

· Business/Technical Design Phase Review/Resolve Issues

· Obtain Customer Signoff on Business/Technical Design

· Create data model design
General Info/Schedule Changes

· Design phase complete by February 14th
· See schedule for further changes
· Unit test cases are created alongside the design document
· Review of Data Model added


	Topic 4.  Stepping through the schedule
	Team

	· This part of the agenda reserved to go through the schedule task by task and evaluate dates and resources

Deliverables for the next two weeks

· Jen is doing the UAT Test Cases
· Tracy is going to be working on finalizing the Business/Tech Design Template 
· Elaine & Sandy working on Unit Test Cases
· Steve is working on setting up our development environment
· Then we’ll all be working on learning how to use it  - Team
· Steve will start working on implementing a vertical slice of our application
· Data Model & Architecture Diagrams  - Team
· Scope Estimate Completed


	Topic 5.  Scoping Discussion
	Team

	· What is in scope?  Out of scope?

· What do we need to address?




	Topic 6.  Round Table
	Team
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