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Foothill - De Anza Community College District
BDMS Needs Analysis Agenda

1 Meeting Logistics

	Item
	Description

	Date
	August 17-19, 2009

	Time
	9:00 – 5:00pm daily

	Location
	Foothill – De Anza Community College District  – location TBD


2 Attendees

	Role
	Name

	Facilitator
	Louis Chen

	Minute Taker
	

	Scribe
	

	Time Keeper
	

	Other Participants
	Imaging Project Team, Technical team

	Equipment Needed
	Conference room with projector.   Internet access to SGHE VPN from consultant laptop.


3 Pre-Work

· Review the questions and begin filling up the “BDMS Docs and Apps Worksheet” and “BDMS User List worksheet”. The first is a list of the documents that you may want to image.  The second is a list of users that will be using the BDMS system.
4 Purpose

· Gather document imaging needs and define level of effort.
5 Desired Outcomes

· Defined needs and requirements for imaging implementation. SunGard Higher Education Consultant will prepare a finding document. 

6 Agenda 

(times are approximate and may be slowed or accelerated as needed for adequate comprehension)

Meetings with the various can be held at their offices if desired.

	Topic
	Time
	Participants

	August 17 - Location TBD

	Imaging Kickoff & Demonstration
	9:00 –10:00 AM
	Imaging Team, relevant  personnel

	
Break
	10:00 – 10:30 AM
	

	Meet w/ Technical Team
	10:30 AM – 12:00 PM
	Imaging Team, IT

	
Lunch
	12:00 – 1:15 PM
	

	Meet w/Finance

	1:30 – 4:30 PM
	Imaging Team, Document processing leads and decision makers for the business area

	August 18, 2009 – Location TBD

	Meet w/HR, Payroll

	9:00 AM – 12:00 PM
	Imaging Team, Document processing leads and decision makers for the business area

	
Lunch
	12:00 – 1:15 PM
	

	Meet w/Student

	1:30 PM – 4:30 PM
	Imaging Team, Document processing leads and decision makers for the business area

	August 19, 2009 – Location TBD

	Meet w/Financial Aid

	9:00 AM – 12:00 PM
	Imaging Team, Document processing leads and decision makers for the business area

	
Lunch
	12:00 – 1:15 PM
	

	Meet w/Student re: Hershey conversion
	1:30 PM – 4:30 PM
	Imaging Team, Document processing leads and decision makers for the business area
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