 
RIT \ FARA \ EDS Registry Project

Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	01/12/06
	Time:
	4:30 PM Eastern – 5:30 PM Eastern

	Facilitator:
	Tracy Rericha
	Recorder:
	Sandy Morris

	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. 
	4:30-4:35pm

Review the meeting participants, frequency, and logistics
	Tracy

	2. 
	4:35-4:45pm

Review project milestones and project status
	Tracy

	3. 
	4:45-4:55pm

Review upcoming milestones
	Tracy

	4. 
	4:55-5:05pm

Review communications plan
	Elaine

	5. 
	5:05-5:15pm

High level overview of product
	Steve

	6. 
	5:15-5:20pm

Review Meeting Objective
	Sandy

	7. 
	5:20-5:25pm

EDS Steering Committee feedback
	EDS Steering Committee

	8. 
	5:25-5:30pm

Round Table
	EDS/FARA/RIT Team


Discussion / Minutes :

	Topic 1.  Review the meeting participants, frequency, and logistics
	Tracy

	Participants

· EDS/FARA participants

· RIT participants

Frequency

· Once a month; the second Thursday of every month

· Senior Project is going to change from T/R to M/W
· Meetings are primarily going to be done over the phone unless it is media-heavy
Logistics

· Meetings will be conducted via teleconference, except when visual-heavy material must be presented


	Topic 2.  Review project milestones and project status
	Tracy

	Project Milestones

· Start-up and planning documents

· Prototyping and JAD sessions

· SE department team website with artifacts

· Scope documents, communications management plan, etc.
· Completion and approval of high level requirements

· Basis of JAD sessions, refining the detailed requirements, requirements traceability
Status

· On schedule

· Working well together


	Topic 3.  Review upcoming milestones
	Tracy

	· Completion and approval of detailed requirements

· Begin documenting User Acceptance Test cases

· Begin documenting business design

· Begin documenting technical design (once architecture is in place)

· What is the database model and the tools used to do that
· John/Steve will discuss that
· We want to make sure it is compatible with EDS/what is currently used
· Marianne cautioned us to make sure everything we do is compatible with EDS’s environment so that it can be turned over upon completion; additional detailed requirement?
· Add action item for Steve/John working out database tools and making sure they are compatible
· Add something to the schedule for turning over what we have to EDS so that the product can be maintained by them
· People invited ok?
· Everyone needed is invited


	Topic 4.  Review communications plan
	Elaine

	· Communications Plan document

· Change in time for Senior Project needs to be addressed eventually
· Client Satisfaction Surveys; who will be doing these?
· We need to make a decision on who at EDS will be doing that; something to think about
· Change control board is in place
· Weekly Status Meetings/Monthly Steering Committee Meetings
· Elaine went over status reports for monthly/weekly meetings
· How will the status reports be distributed?
· An email with a link is preferred
· Escalation Path was summarized and EDS approved of it


	Topic 5.  High level overview of product
	Steve

	· A web-based application with three interfaces: patient, registry coordinator, and administrator
· Application with have the look and feel of the already existing FARA site and will be easily navigable by patients with poor coordination
· Patients can create accounts, log in, register/update personal, demographic, and clinical information (PHI)
· Registry coordinators can approve pending accounts, edit patient information, and run queries on the information in the database to produce data sheets and reports
· Administrators can perform maintenance tasks, such as changing passwords, editing information, etc.
· Documents are available on the website in addition to the ‘requirements gathering’ prototypes which are 3 alternative approaches to the problem


	Topic 6.  Review Meeting Objective
	Sandy

	· Review meeting participants/frequency/logistics
· Progress update
· Overview of product


	Topic 7.  EDS Steering Committee Feedback
	EDS Steering Committee

	


	Topic 7.  Round Table
	EDS/FARA/RIT Team

	· Send Jen/John/Michelle the current copy of the detailed requirements/field attributes for tomorrow’s meeting at 1:30 – 3.

· Tracy will send it out tomorrow

· Stuff moves to the website only after it is approved
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