 
RIT \ FARA \ EDS Registry Project

Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	02/20/06
	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

	
	Jen Farmer
	FARA – Customer

	
	John Manos
	EDS – Technical Leader SME and Mentor

	
	Michelle Whalen
	EDS – Project Manager SME and Mentor

	
	Sandra Morris
	RIT – UI Coordinator / Developer

	
	Tracy Rericha
	RIT – Project Manager / Developer

	
	Steve Coad
	RIT – Technical Leader / Developer

	
	Elaine Simone
	RIT – Quality Assurance Manager / Developer

	
	Lei Wu
	RIT – Faculty Advisor


Agenda:

	Nbr
	Topic
	Responsible

	1. 
	Review Action Items and Issues
	Tracy

	2. 
	Weekly Status
	RIT Team

	3. 
	Project Schedule / Upcoming Milestones
	Tracy

	4. 
	Roles and Responsibilities Review
	Michelle

	5. 
	Workload Review
	Michelle

	6. 
	Special Topics
	Team

	7. 
	Round Table
	Team


Discussion / Minutes:

	Topic 1.  Review Action Items and Issues 
	Tracy

	Action Items List Updates:

Open:

· Provide language for the HIPAA statement – by 2/10/06; Jen

· Resources who will be taking over the system (turning over deliverables) – by 2/28/06; Michelle

These are still open items and Michelle & Jen are still working on them.

John still needs to meet tomorrow with the people at EDS to get a decision on the ready hosting so the date will be moved from today to two weeks from today.


	Topic 2.  Weekly Status
	RIT Team

	Team Issues/Concerns

Let’s break up the overall reviewing of documents so its not just delegated to one person.


	Topic 3.  Project Schedule \ Upcoming Milestones
	Tracy

	Project Schedule:

· Learn development environment

Learn development environment refers to ready host decision and the date has changed to 2 weeks from today.  This task will also be moved to the ‘Design’ Phase instead of being listed under the ‘Define’ Phase.
· Unit Test Case Review

Unit Test Case Review is looking like it will be late Friday evening.  Mandatory participants are Jen, Elaine, Sandy, Professor Wu, and one of the EDS mentors (either Michelle or John).
· Re-review of Design and Unit Test Case documents; signoff

Send out the new version incorporating the feedback from the review via email on Wednesday.

· Design Phase Review

The two reviews of Unit Test Case & Design Doc will make up the Design Phase Review.

· Interim evaluations 

· Due this week by Friday the 24th to Professor Wu

Professor Wu needs them still from Jen & Michelle.

· Interim presentation for RIT

· When: Thursday, February 23rd; 6:25pm

· Where: GCCIS (Building 70) Auditorium

· Who: RIT Team.  Sponsors are encouraged to attend, but not required.
Michelle & John & some of the steering committee members will be in attendance.

Split up the sign off for Design & Unit Test Cases on the project schedule.

Professor Wu will require a physical signature on the documents to have them considered officially approved.  

We will be asking Jen about what her expectations are for End User Procedures, which is currently an item on the schedule.  We want the expectations from the perspective of the registry coordinator and the administrator possibly in scenario or procedure format.

The RIT team should start producing the modules they are responsible for as soon as possible.


	Topic 4.  Roles and Responsibilities Review
	Michelle

	· Roles and Responsibilities document

Technical Lead Role Comments

· We need to make sure that everyone has a development environment that they can use whether that be a remote one on a personal desk top or a personal development environment on a laptop

· We need to make sure we follow coding standards

· We need to put together an implementation plan at the close of this phase

Quality Assurance Manager Role Comments

· We need to make sure that this is done in any downtime that is not taken up by development activities


	Topic 5.  Workload Review
	Michelle

	· Modularity document

· Schedule

Developers and Modules Assigned

· Developer 1 – Steve (Modules 1, 3, 6)

· Developer 2 – Sandy (Modules 2, 9)

· Developer 3 – Tracy (Modules 5, 8)

· Developer 4 – Elaine (Modules 7, 10)

The latest Modularity document will be updated on the website later today.

The modules will be added into the schedule so we can track it along with everything else.

We need to add the target dates to the Modularity Document as soon as possible.

We have 6 weeks after we come back from break to complete the Produce Phase (not just code).  

We also need to finalize a date for the UI Review with Jen.

We need to think about how to have multiple reviews for the produce phase.

· Review each module as it is completed.

· Adding 1 or 2 additional reviews.


	Topic 6.  Special Topics
	Team

	· .NET Training – first week back at classes; discuss meeting during business hours or after work during weekdays
We will need to talk to John about this in the future.


	Topic 7.  Round Table
	Team

	Add review of risks to list for the next status meeting.
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