 
RIT \ FARA \ EDS Registry Project

Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	01/24/06
	Time:
	4:30 PM Eastern – 5:30 PM Eastern

	Host:
	Tracy Rericha
	Recorder:
	Sandy Morris

	Location:
	Teleconference
	Con Call:
	(866) 811-0794 ; Passcode: 902629#


	
	Name
	Role

	
	Steve Coad
	RIT – Technical Leader / Developer

	
	Jen Farmer
	FARA – Customer

	
	John Manos
	EDS – Technical Leader SME and Mentor

	
	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


Agenda:

	Nbr
	Topic
	Responsible

	1. 
	Review Action Items and Issues
	Tracy

	2. 
	Review Project Risks
	Sandy

	3. 
	Weekly Status
	Tracy

	4. 
	Project Schedule / Upcoming Milestones
	Tracy

	5. 
	Special Topics
	Team

	6. 
	Round Table
	Team


Discussion / Minutes:

	Topic 1.  Review Action Items and Issues 
	Tracy

	Action Items List Updates:

Items due today: 
· Send John example of how we'll be representing the data model for Steering Committee to look at

· Completed by Steve
ASAP items:
· Discuss with Michelle what strategies to take on schedule slippage due to detailed reqs

· Michelle & John want to get together with Tracy to discuss the schedule slippage and reworking it to fit the current needs at some point this week
Coming up:

· Update Requirements Traceability doc – after detailed reqs complete

· Moved to be sent out on Saturday the 28th after the detailed requirements are signed off on Thursday the 26th 
· Traceability Matrix is signed off on Tuesday the 31st and completed by Thursday the 2nd 
· Look into XML configuration files – Tech design

· Eventually this will be back filled with the end date minus a few days for the Tech Design phase
· John provide information answering Marianne's flow / capacity questions – Tech design

· Michelle thinks John sent it out & she will check with him
· Resources who will be taking over the system (turning over deliverables) – not until 2/7/06

· Not finished
Note:

· Still waiting on Jen to complete her action items

· Provide the links to us by the date listed - ok
· Homepage description - ok
· Wording for HIPAA – she will need more time
· Key search words for the search engines - ok
· Research what Crystal Reports in .NET can do for reporting and exporting to PDF – has already begun

· Sandy has begun doing research into it and it can be done we are just unsure on the effort it will take
· This item is closed since the research has been done as the action item stated

	


	Topic 2.  Review Project Risks
	Sandy

	Project Risks


	Topic 3.  Weekly Status
	Tracy

	Team Issues/Concerns




	Topic 4.  Project Schedule \ Upcoming Milestones
	Tracy

	Project Schedule:

· Completed detailed reqs – due today, 1/24/06
· Sent out today on schedule
· Completed define phase review – 1/24/06

· Scope must be estimated at a high level in terms of effort 
· The prioritization is used to make a final decision based on that
· So for example ‘How many hours would it take for one person to complete this requirement to measure effort?’
· Then add in the variable of 4 people….500 hours/4 people = duration
· If we have a question about the rating ask Jen about it
· The rest of the discussion on these project schedule \ upcoming milestones will be addressed in the schedule meeting with Tracy & Michelle & John
· Signed off/approved detailed reqs – Thursday 1/27/06

· Begin documenting UAT cases – Thursday 1/27/06

· Begin creating Initial Context, System and Architecture Diagrams – Thursday 1/27/06

· Begin documenting Technical Design – Thursday 1/27/06

· Set up/learn/teach development environment – continue as we are

· Getting a repository up for documents this week is important




	Topic 5.  Special Topics
	Team

	Review of Docs:
A.  Project Schedule

B. Risk Management Plan

Development Environment Status from Steve – he is still working on it.




	Topic 6.  Round Table
	Team
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