Meeting Minutes
Meeting Date: November 16, 2005

Meeting Time: 3:30-4:00 

Members Present: Maria Washington, Tim Smith, Matt Humphrey, Pamela Sharpe, and Aala’a Mashaal
Discussion Items:

· Discussed task analysis document 
· Distributed parts for presentation of task analysis

· Revisited tasks for upcoming deliverables

· Maria will rework the needs analysis for uploading to the project site
· Pamela will rework the learner analysis for uploading to the project site 
· Matt will rework the website in terms of padding and organization

· Tim will rework the task analysis after the presentation on Tuesday

· Discussed changing roles one last time before the end of the semester

· Tim-Information Manager
· Pamela -Website Manager

· Matt - Project Manager

· Maria - Floater

· Aala’a - Public Relations
Action Items:
· Maria will rework the needs analysis for uploading to the project site

· Pamela will rework the learner analysis for uploading to the project site 

· Matt will rework the website in terms of padding and organization

· Tim will rework the task analysis after the presentation on Tuesday

· Aala’a will formulate the interview questions for our SME next week
· Begin  compilation of all documents for a final coherent treatment document

· Do individual tasks for upcoming deliverables
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