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MEETING AGENDA/NOTES



	Project Name
	Project ID 
	Project Manager

	Section 508 Web Accessibility Project
	
	TBD

	Business Process Owner 
	Project Sponsor
	Project Executive Sponsor

	TBD – Designated Web Accessibility Coordinator
	Leila Kagawa
	State of Hawaii Chief Information Officer



MEETING DESCRIPTION
	Meeting Name

	Section 508 Web Accessibility Project Weekly Status Meeting 

	Purpose

	Status Update

	Date
	Time
	Location

	[bookmark: Text7]May 5, 2015
	11:00 am – 12:00 pm
	Room 503



	Meeting Dial-In Information 

	Join by phone
(808) 954-4100 (Honolulu) English (United States) 
(855) 954-4100 (Honolulu) English (United States) 
Conference ID: 343461



MEETING PARTICIPANTS
	Facilitator
	Recorder

	Abe Toma
	Abe Toma

	Attendees
	Virtual Attendees
	Absent

	· Leila Kagawa
	· Shawn O’Donnell
	· 

	· Abe Toma
	· 
	· 


OLD BUSINESS
	ID #
	Agenda Item
	Presenter/Facilitator

	1.
	Discussion on engaging with Mr. Fritz
	Abe Toma

	General Information
	· Formal follow up on 4/27
· Any feedback?
· Next steps?  Set up separate meeting?  Include him in meeting with DCAB board?

	Key Actions Assigned and Key Decisions Made
	· Invite him to our process as a private citizen, engaged stakeholder
· Invite Francine, Debra to weekly update meeting – Leila to check on availability



	ID #
	Agenda Item
	Presenter/Facilitator

	2.
	Training development
	Abe Toma

	General Information
	· Status of training content
· Next steps

	Key Actions Assigned and Key Decisions Made
	· Sync training guide 2 with training presentation
· Next step: present training to larger group feedback
· Training guide 2 to be ready by early week of 5/11
· Invite Francine, Debbra, possibly Renee in place of Eric



	ID #
	Agenda Item
	Presenter/Facilitator

	3.
	Setting up LFA
	Abe Toma

	General Information
	· Discuss approach for engagement communication
· Review options: Comptroller’s Memorandum, CIO Memo via Office of the Governor
· Separate communication for DCAB, OIP, DoTAX

	Key Actions Assigned and Key Decisions Made
	· Leila to follow up with Comptroller this week to discuss outreach memo



NEW BUSINESS
	ID #
	Agenda Item
	Presenter/Facilitator

	1.
	Review risk response plan
	Abe Toma

	General Information
	· Review plan to address potential risk related to Oceanit contract end

	Key Actions Assigned and Key Decisions Made
	· SURF team to review and advise how proceed




	ID #
	Agenda Item
	Presenter/Facilitator

	2.
	Review of Meeting Notes
	Abe Toma

	General Information
	· Review meeting notes for distribution to meeting attendees.

	Key Actions Assigned and Key Decisions Made
	· 




ISSUES/RISKS/PARKING LOT ITEMS
	Issues Identified
	Raised By
	Date To Address Issue
	Priority

	Need new State PM
	Abe
	
	High

	
	
	
	

	Risks Identified
	Raised By
	Date To Be Addressed
	Impact & Probability

	Oceanit end of contract
	Abe
	5/5
	High/Medium

	No Executive Sponsor support
	Abe
	5/5
	High/High

	Parking Lot Items
	Raised By
	Date To Be Revisited

	
	
	

	
	
	



NEW ACTION ITEMS
	Item
	Responsibility
	Date Due

	· Follow up with CIO regarding sponsorship of project
	Leila
	

	· Schedule training upon approval of contract
	TBD
	

	· Develop projected timeline for training (July or later)
	[bookmark: _GoBack]
	

	· 
	
	

	· 
	
	

	· 
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