REVIEW NOTES FOR CLIENTS’ FIRST MEETING WITH UT MIS TEAM

INTRODUCE YOURSELF  (Clients)
· Describe your responsibilities.

· Your e-mail address, phone number, building, and office number.

· Your preferred method of contact as needed in addition to the regular weekly meetings (Email? Phone?  Visits by appointment? Drop-in? One or two people from the UT team at a time?)

· Determine the time and place for the regular weekly meetings.

· Your team should provide a team contact list.

PROJECT/SYSTEM OBJECTIVES
· Present a complete wish-list (think of as many things as possible) preferably in writing. 
· Assign priorities to items on wish-list.

· List the types of reports and procedures (such as data entry procedures) you would like the system to address.

· List specific problems you would like to avoid.
SYSTEM CONSTRAINTS
· Hardware Constraints (Open-ended, several options, or restricted to one type?)

· Software Constraints (Open-ended, several options, or restricted to one type?)

· Procedural Constraints (Are there certain procedures which must be followed in specific ways?)

· Timeliness (Are there aspects of the system which must be completed in a certain period of time?)

· Test Data (How will proprietary or confidential data be handled by students?) 
SYSTEM REQUIREMENTS
· Reports  (Screen versions and Printed versions)
· What kind of reports & screens must the system produce?

· Provide samples of existing reports, if any.   Show current screens to be used as templates, if any.  Show examples of sites you like and don’t like to give the team guidance on look-and-feel.

SYSTEM REQUIREMENTS, continued

· Data and Data entry screens
· Provide information about the volume of data to be handled by system; such as, how many employees, and how many customers?

· How much information is required for each item identified above; for example, how much information is stored for each employee? How much information is stored for each customer?
·  Provide samples of input data.
· Show examples of data entry screens, if any, and discuss concerns about look-and-feel as well as how to arrange data for easy and accurate data entry by users.

· Timeliness (when system is in operation)
· Are certain procedures constrained by deadlines?

· Are there cycles of data processing (monthly, weekly, daily deadlines)?
· Personnel,  Users
· Who will be using / accessing the system?

· Who relies on output or reports from the system?

· Who enters data into the system?
· Are permission levels required and will the levels be different for different user groups?  (What other security measures are needed, if any?)
· Can the development team interview the individuals identified above?  

· For a web system, are there users who would participate in a review for the team or act as a focus group?
