MSHA Project Meeting Minutes
	Date: 
	September 14, 2005


	Prepared by:
	Paula Johnson Williams



	Time: 
	3:15pm


	Duration:  

	approximately 1 hour

	Attendees:
	Hong Li, Jennifer Cochran, Shawn Sullivan, Betty Wilkins,                    Paula Johnson Williams



	Minutes:
Completed

Items
	· Discussed Statement of Work and finalized questions for SME meeting
· Set parameters for meeting minutes 
· Scribe/note taker will send out meeting minutes by 9 P.M.

· Team members should read and comment on minutes within    24 hours

· Note taker will compile and notes and forward minutes to web committee for posting

· Minutes will be posted within 48 hours of the meeting.

· Minutes will include items discussed, agenda for next meeting, and action items
· Letter to Jim Baugher completed
· Agenda for meeting finalized

· Navigation revised


	Action Items  
	· Finalize and upload project mission statement
· Revise team and home pages 
· Review graphics (MSHA .jpeg and Craig’s)


