Client Name
Weekly Status Meeting
Project Name

	
	Meeting Agenda

	

	Meeting Date:
	Mon July 5, 20XX

	Duration/Time:
	3:00 pm – 4:00 pm

	Location:
	

	Attendees:
	

	Absent:
	

	Topic:
	Project Name– Weekly Project Status Meeting

	


Agenda

	Item #
	Description
	Duration
	Who

	1. 
	Review the minutes from June 24 meeting
	5 mins
	All

	2. 
	Review tasks from June 24 meeting
	5 mins
	All

	3. 
	Review the Status Report
	10 mins
	All

	4. 
	Other

· Sign-offs

· Move to production
	5 mins
	All

	5. 
	‘Off agenda’ items
	5 mins
	All


Minutes from June 24th Meeting
1. Review the minutes from June 17 meeting

·  Meeting minutes accepted

2. Review the tasks from June 17 meeting

·  All tasks completed
3. Review the Status Report

· Project is 15 days behind schedule
· Project is on budget
4. Other

· Sign-Off:

· Reviewed and progressing well.

· Simon to get sign-off from Oksana for CR 6 (joins)

· Simon to resend his  feedback to Ray for:

· C.5 Document Data Transformations/ETL Processes from AS400 to C8

· C.6.4 Analyze and Prepare Inventory of  Data Elements in AS400 Missing from C8

· Move to Prod

· Scheduled for next Mon afternoon, and CAS will test Tuesday

5.  ‘Off agenda’ items

· None
Task Assignments:

	ID
	Tasks To Be Completed
	Assigned
	When
	Orig

Due Dt
	New

Due Dt
	Status

	1. S
	Simon to resend updates to Ray for:

· C.5 Document Data Transformations/ETL Processes from AS400 to C8

· C.6.4 Analyze and Prepare Inventory of  Data Elements in AS400 Missing from C8
	SM
	Jun 25
	Jun 28
	
	

	2. S
	Simon to get sign-off for CR 6 from Oksana
	SM
	Jun 25
	Jun 28
	
	done


Sign-Offs

	ID
	Deliverables
	Assigned
	When
	Status / Notes

	1. S
	C.1.3 Prepare a Dependency Report from Framework Manager on all Query Subjects
	SM
	May 27
	With CLIENT for review and sign-off

	2. S
	C.3C Apply Framework Manager Changes Detailed in CLIENT Analysis Document
	SM
	May 20
	With CLIENT for review of feedback

	3. S
	C.4 Adjust Object References to Existing C8 Reports
	
	
	Dependent on above

	4. S
	C.3D.4 Document Lineage Information for Loading into Framework Manager
	SM
	May 20
	With CLIENT for review and sign-off

	5. S
	C.3D.5 Create Master Data Standards Document
	SM
	May 27
	With CLIENT for review and sign-off

	6. S
	C.5 Document Data Transformations/ETL Processes from AS400 to C8
	SM
	May 20
	With CLIENT for review and sign-off

	7. S
	C.6.4 Analyze and Prepare Inventory of  Data Elements in AS400 Missing from C8
	SM
	May 20
	With CLIENT for review and sign-off

	8. S
	CR 1 - Add Comments and Cleanup SQL Scripts
	SM
	May 20
	With CLIENT for review and sign-off

	9. S
	CR 3 - Document Cognos Cubes
	SM
	May 20
	Simon to send invite to Ray and Paul

	10. S
	CR 7 Create an Index for Cliente Transactions
	SM
	
	WIP


