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Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	03/17/06
	Time:
	9:00 AM Eastern – 10:00 AM Eastern

	Facilitator:
	Tracy Rericha
	Recorder:
	Elaine Simone

	Location:
	Teleconference
	Con 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

	
	Michelle Whalen
	EDS – Project Manager SME and Mentor

	
	John Manos
	EDS – Technical Leader SME and Mentor

	
	Jen Farmer
	FARA – Customer

	
	Steve Baiera
	EDS

	
	Bill Hartnett
	EDS

	
	Marty Ohman
	EDS

	
	Marianne Wilcox
	EDS

	
	Lei Wu
	RIT – Faculty Advisor


Agenda:

	Nbr
	Topic
	Responsible

	1. 
	9:00 – 9:05am

Recent Review Participation
	Tracy

	2. 
	9:05 – 9:10am

High Level Scope Review of Release 1.0
	Elaine

	3. 
	9:10 - 9:15am

Significant Changes in Requirements, Design, and Scope
	Steve

	4. 
	9:15 – 9:25am

Review project milestones and project status
	Tracy

	5. 
	9:25 – 9:35am

Review Schedule for Modules
	Tracy

	6. 
	9:35 – 9:45am

Project Risks
	Sandy

	7. 
	9:45 – 9:50am

Review Meeting Objective
	Sandy

	8. 
	9:50 – 9:55am

EDS Steering Committee feedback
	EDS Steering Committee

	9. 
	9:55 – 10:00am

Round Table
	EDS/FARA/RIT Team


Discussion / Minutes :

	Topic 1.  Recent Review Participation
	Tracy

	· Thank you for your participation, input, and ideas! 
Thanked EDS for help in reviewing and support


	Topic 2.  High Level Scope Review of Release 1.0
	Elaine

	What is in and out of scope for the RIT team (Release 1.0) 

Reviewed Scope on a high level

Must remember to point out each document that we’re going over (suggestion: put in document either document names and/or link to where they reside on the website)

Scope was discussed at a more detailed level during the previous Steering Committee meeting


	Topic 3.  Significant Changes in Requirements, Design, and Scope
	Steve

	Any changes needed due to issues encountered during the creation and review of design, database, and unit test cases

Web host has been determined

Switched development to .net 2.0 technologies (Microsoft Visual Web developer 2005 Express, Microsoft SQL Server 2005 Express)

Change in Registry Auto Maintenance, since there is no scheduler on the web host, this will be kicked off by manually by the Registry Coordinator role.

Made changes to give Admin/Registry Coordinator ability to reset their own password, since the account information has been pushed off to future releases.


	Topic 4.  Review project milestones and project status
	Tracy

	Completed:

· Modularity Document signoff

· Design documented

· Database design documented

· Unit Test Cases documented

Upcoming:

· End User Procedures

· System Test Cases

· User Acceptance Test Cases

· Module development

Minor slippage trying to resolve some minor design issues, having to push back test case review, but still moving forward.  Overlapping with development activities


	Topic 5.  Review Schedule for Modules
	Tracy

	· Concerns / issues

· Agreement on this schedule
Are these times good for reviewers? 

Marty will follow up with Tracy about timing

Tracy will follow up with Steve Sullivan and Steve Baiera about timing

Does this take into consideration new development environment/language?  

Scheduled Reviews are within time frame in baseline schedule 

Schedule is very tight, there is no room for slipping

We are tightly monitoring progress to mitigate risk of unknown effort 


	Topic 6.  Project Risks
	Sandy

	· Risks encountered and how we are mitigating them

Reviewed five highest risks, discussed mitigation strategies and contingency plans
· Inexperience with .Net tools

· Inadequate amount of time to complete the project
· Risk number wrong (multiplication error)

· John is concerned
· Should be conservative considering end of the quarter/graduation
· Contingency plan: work extra hours
· Should be moved to highest risk currently
· Development environment
· Issues with browser works in Internet Explorer, not as well in Firefox
· Progress tracking
· Scope Creep

Michelle / Marianne like our template for Risk Management


	Topic 7.  Review Meeting Objective
	Sandy

	Give information on current status, and future direction, open for feedback

Reviewed what we discussed today


	Topic 8.  EDS Steering Committee Feedback
	EDS Steering Committee

	· Concerns / Feedback? 
Marianne: if we trigger contingency plans (reducing scope because of time) make sure to discuss with board before Jennifer.  We all agree there is really little that can be removed to deliver a complete product.

Marty: Which document for Review Schedule? Add version number in file name

Next Steering Meeting: April 7, 2006 9:00-10:00


	Topic 9.  Round Table
	EDS/FARA/RIT Team

	Michelle: regarding handoff of project, detailed what was needed to participate.  Have found seven volunteers.  Need to work with them to determine who will participate.  Then team will have to schedule dates meeting with participants for a smooth hand off of project details.


Agenda
Page 4 of 4
Mar. 17, 06

