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Meeting Minutes

##/##/05


 Attendees: 
Paul B., Kathy T., Bob M., Joan C.




	Agenda Item 
	Decisions made

	Review the BUC Intake/Estimate test forms
	Reviewed Test A through F

	Build a plan and schedule for testing with other DOL areas
	No action

	Review parking lot items
	No action

	Address existing issues
	No action

	Implementation plan and Steering Committee presentation review
	No action

	Address Recommendation #4
	

	Define what success will look like (measurements)
	No action


Discussion points:

1. The Team reviewed the current test forms except for two older and a couple newer ones.  The remainder will be reviewed when more of the team is present.  We focused on general responses from the IT side as to the utility of the form.  We noted that in every case very none of the third page was completed for the client.  We also noted that all of these projects (with the exception of one) have gone no further so could be considered as to be on hold. 

2. The team started a Parking lot.  The following items went on the parking lot, although some may be appropriate for a “to do” list:

a. “Benefits” on the coat/analysis form (c/a form) needs to be considered.  For whom is the benefit being considered?  Is it necessary?

b. Add additional items for explanation of risks and severity on the Intake Form (InT form).

c. Attachments – a box should be added to the InT form to note iof any attachments are included with the InT form.

d. Do a “Tips to Keep Costs Down” sheet and in training – to eliminate extra or unnecessary research or time wasted on chasing after info.  Include a warning to requestor to do up front research.

e. Develop an “exit contingency” in an automated system.

f. “Notification of changes authorized” available to all users?

3. The team drew a process diagram for the flow of InT forms and the c/a forms response and began to walk through the process looking for gaps and confirming process.  We started to outline all the information customers will need to understand and use the process.  We did not get to doing the same for the IT side.

4. Art Henry joined the group to observe.  He is interested in getting the InT process complete and usable as soon as possible.
Action Items …
	ID
	Task
	Assigned To
	Date Due

	1
	Convert process diagram for the flow of InT forms and the c/a forms response to visio.
	Bob M 
	July 6


Agenda for next meeting:


Same as above with an emphasis on preparation to institutionalize the process.
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