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Meeting  Notes



Week�4��Date Starting�15/03/1999��Times�Start: 12:15pm End: 1:45pm  (1hr 30mins)��Where�The HUB, Griffith University��Author(s)�Darryl Lyons��Next week’s author�Megan Allen��Team members present�Megan Allen�(����Damian Joy�(����Darryl Lyons�(����Kirrilly Shipley,�(����Joss Stehbens�(����Jan Vig��Absent due to conflicting lecture��Agenda�Finalise group name and logo

Documentation standards/templates

Filenaming standards

Version control

Finish looking at Cathie’s list of pre-project plan questions

Go through Needs Assessment Questions��


Topic�Action��
Group name was finalised, Odinsoft being chosen. Joss has already started production of group logo which should be ready by the 19th of March.



�
Joss to finish group logo.
��Documentation standards were setup. A standard header was chosen and the rest of the document will be modeled on the documents obtained from Cathie Sherwood. A standard filenaming convention was also discussed for documents. A two letter code followed by a two digit version number. Eg. eh-dd10.doc would be the Design Document version 1.0.



�
Darryl to finish most of the critical documentation standards and get them ready for use.
��Filenaming standards were thought up for the documentation side of the project. Interface components were discussed at length. Damian brought forward the idea for a grid format for the cutting up of the Interface, and therefore the filenames should follow suit. Joss brought up the idea that each filename should reflect something about its function. Ie. A button graphic would have a ‘b’ in the filename, a graphic which contains text have ‘t’ in the file name, and so forth.
 
All filenames should be 8 characters long also, so that compatibility between networks and computers is constant.



�
Darryl to incorpor
ate into Project Plan
��Version control was discussed at length also. Old versions of documents and interface concepts will be kept. This of course will rely heavily on the version numbers of each file (especially in the filename). When multiple copies of one file exist (recent and old versions), the older versions will be placed in directories. Ie. An old Needs Assessment document would be placed in the ‘Needs Assessment’ dir
ectory in the ‘docs’ directory
.


�
Darryl to incorpor
ate into Project Plan
��Each team member will have two zip disks and one copy of their work on their local hard drive. This way we can be assured that we will have sufficient backups if anything happens to someone’s work. Their will also be a master zip disk(s) with everyone’s work on it and basically the project as it stands. This principle applies to Risk Management.



�
Darryl to incorpor
ate into Project Plan
��
We got through 10 questions on Cathie’s list. Jan and Darryl will be going through the rest and refining them on Sunday 21st March. The action from this is the draft Project Plan which will be started by Darryl. Risk Management is also a factor.



�
Darryl to incorpor
ate into Project Plan
��
The Needs Assessment Questions and Answers were gone through briefly and Kirrilly will be typing up the Needs Assessment document and have the draft finished by Friday.



�
Kirrilly to start Needs Assessment 
have finished by weekend. (19-20/03/1999)



��
Darryl 
brought up the need to look at current Everhard site and start formulating ideas.



�
Team to look at Everhard site before next meeting.
��




Agenda for next week’s meeting:



Discuss implementation of Client Brief/Needs Analysis.

Start thinking about Navigation structure of site as it relates to current site (as a *rough* base).

Discuss possible technologies for use on the site - through around ideas.

Discuss CIT group’s role in the project (if email is received back from group before meeting takes place).


If anyone has any other points to raise, do so at the meeting and they can be added to the agenda.
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