Minutes:

· Review the comments made on the questions and agenda for 12/9/03’s meeting from advisor

· Decided weekly report is now handled by John

· Minor Agenda Changes

· Predicted on dates for phase gates

Notes:


To Do:

· Weekly Report

· Planning Tool

· Planning & Strategy Document

· Individual Role Description

Agenda Changes:

· Website Preview and Introduction added to the meeting

· Phase Gates questions such as what goes on in each phase gate and the process of passing one is added

· Production freeze in the last 2 weeks of the quarter needs to be cleared during the meeting

