 
RIT \ FARA \ EDS Registry Project

Weekly Status Meetings

Meeting Agenda and Minutes
	Meeting Date:
	01/10/06
	Time:
	4:30 PM Eastern – 5:30 PM Eastern

	Host:
	Michelle Whalen
	Recorder:
	Tracy Rericha

	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

	*
	Lei Wu
	RIT – Faculty Advisor


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:
· # 13 - This is incorrect.  We want to have our project schedule completed BEFORE going into the Steering Committee Meeting.  We want to present our schedule to the SC not have them help us create it.  The SC will approve or reject it.

MISC:
· Project Repository for documents – is this set up and being used?

· What About Requirements Traceability?  We should add a task in the schedule and assign it.

· The Review Report from Analyze review (HL Reqs) - was the re-reviewed date and initials updated and is this stored in the project repository?

· Spreading tasks across team and ensuring that the team is evenly working




	Topic 2.  Review Project Risks
	Sandy

	· Will do in next meeting


	Topic 3.  Weekly Status
	Tracy

	Will do in next meeting


	Topic 4.  Project Schedule \ Upcoming Milestones
	Tracy

	Project Schedule:
· Any time we discuss upcoming milestones or dates we need the PM to send out an e-mail and or updated project schedule highlighting what was discussed.  For example here is what we discussed on Saturday afternoon for our upcoming milestones:

· Thurs 1/12/06 - Jen needs to provide info (see AI's)

· Thurs 1/12/06 - All Detailed Requirements are documented and the Field list is completed

· Thurs 1/12/06 - All Review documents are sent out for Review Preparation

· Tues 1/17/06 - We have our Define Phase Review to review detailed requirements and field list

· Tues 1/17/06 - Thurs 1/19/06 - Issues and actions from the define phase review are resolved and all documentation are finalized and re0reviewed.

· Thurs 1/19/06 - we get Jen Farmer to approve and sign off on detailed requirements\field list

The above dates may be completed sooner if Jen can provide the needed details.  If this happens then we may be able to schedule the review for Saturday 1/14/06.




	Topic 5.  Special Topics
	Team

	Getting Ready for Steering Committee Meeting:

Define Roles?  Facilitator -Tracy and Scribe - Sandy
AI for Tracy - Create and Agenda using this template and send out prior to meeting Thursday
Steering Committee Agenda (Suggestion):

· Review the meeting participants, frequency and logistics
· Review Communications Plan

· Review Meeting Objective

· Provide Recent Project Status  - always referring to the project schedule

· Ask Jen to provide her opinion

· Review Project Schedule and upcoming milestones

Review of Docs:
A.  Project Schedule

B.  Roles and Responsibilities
C.  Communications Plan

D.  Quality Plan

E.  Risk Management Plan

F.  Project Plan

G.  Where is the Project Scope Document?




	Topic 6.  Round Table
	Team

	Tracy – Concern that we keep going over the scheduled time for our meetings.  We need to do a better job scheduling our meetings and end on time.


Agenda
Page 1 of 3
Jan. 10, 06

