 
RIT \ FARA \ EDS Registry Project

Weekly Status Meetings


Meeting Agenda and Minutes
	Meeting Date:
	03/13/06
	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. 
	Steering Committee meeting agenda
	Tracy

	5. 
	Project Risks Review
	Sandy

	6. 
	Module Discussion
	Steve

	7. 
	Special Topics
	Team

	8. 
	Round Table
	Team


Discussion / Minutes:

	Topic 1.  Review Action Items and Issues 
	Tracy

	Action Items List Updates:

Open:

· Provide language for the HIPAA statement – Jen

· Jen will have the new ‘Informed Consent’ specifics for us around Friday
· Resources who will be taking over the system (turning over deliverables) – Michelle

· Obtain physical sign-off of baselined documents from John, Michelle, and Jen
· All major deliverables on the project will require signatures; Michelle has made up a list of major deliverables for Professor Wu
· Michelle would like a more detailed review schedule with the date, time, who needs to be present, and when the documentation for the review will be delivered; done within the next couple days.


	Topic 2.  Weekly Status
	RIT Team

	Team Issues/Concerns


	Topic 3.  Project Schedule \ Upcoming Milestones
	Tracy

	Project Schedule:

· Sign off on Design

· Learn development environment

· Sign off on Unit Test Cases

· Model Office and Production Env Stand Up

· Create or Modify End User Procedures

· Define and Document Needed System Test Cases

· Define and Document User Acceptance Test (UAT) Cases

· Review Evolutionary Prototype with Customer (UI Review)

· Modules

Email Address and Username Linking:

If someone changes their email address then they should be questioned that if they want to link the username and the password when they change it.  There was an incompatibility between the requirements and design so we’re going to go by what the requirements say.  

Admin/RC Password Reset:

Currently we have no way to reset the password for admin/registry coordinators.  Let’s put that into the     

GUI.  

UI Review is 12 – 3 on Friday.  We will be presenting our web content through the website instead of  

distributing screen shots as with our previous prototype review.


	Topic 4.  Steering Committee meeting agenda
	Tracy

	Items to add:

Go over high-level scope of release 1.0: what is in and out of scope.

Go over any significant changes in requirements, design, or scope in the last month.

Go over standard project status and milestones.

Share the review schedule for all of the modules.

Issues/Concerns.

Highlight some risks:

Development Environment Change, etc.

Overview of how we’re managing risks: what they are and how we are managing them.


	Topic 5.  Project Risks Review
	Sandy

	Project Risks

Inexperience with .NET tools – new risk we are experiencing

Group Motivation/Management – Team Morale – changed probability

Document/Deliverable Version Management – changed severity

Inadequate Amount of Time to Complete Project – new risk we are experiencing


	Topic 6.  Module Discussion
	Steve

	· Modularity Document
From now on we will structure our agenda for the status meetings around the modularity document.  


	Topic 7.  Special Topics
	Team

	· .NET Training –discuss meeting during business hours or after work during weekdays
Next week we will get together for about 2 hours with John for the .NET training.

The week of the 27th we will get together and actually build the database with the web-hosting environment.  Also with John Murvine, the EDS architect.  You will jointly execute the database scripts to make sure it goes smoothly.  


	Topic 8.  Round Table
	Team
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