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COUNCIL




	Meeting Minutes


Meeting detail

	
	Meeting no:
	004

	
	Meeting date:
	21th January 2011 

	
	Meeting time:
	8:30am-10:30am 

	
	Meeting venue:
	BS 004 

	
	Meeting originator:
	

	

	Project name:
	Development of Intranet and Website for BEC

	

	Meeting purpose:
	BEC Review Meeting with PIC

	

	Date issued:
	

	

	Venue confirmation:
	


attendance

	Name
	Initials
	Project Role
	Representing

	Segametsi Mafa                         
	S.M
	BEC Intranet/Website Project Manager


	

	Maduo Molosiwa        
	M.M
	
	

	Edward Magomi
	E.D
	
	

	Desmond Radipotsane
	D.R
	Programmer
	Marulaweb

	Karabo Morule
	K.M
	BEC
	PRO

	Cynthia Antwi 
	C.A
	Project Manager
	Marulaweb

	Chibi Samasasa
	C.S
	Systems Analyst
	Marulaweb

	
	
	
	


Distributed to:
MINUTES

	
	Item
	Responsible
	Action
	Due Date

	1.
	
	
	
	

	
	Welcome and Introductions 


	
	
	

	
	Greetings and presentation of the agenda by Segametsi Mafa.

	
	
	

	2.
	Purpose of the Meeting and Agenda


	
	
	

	
	Review Progress
· It was agreed that weekly meetings should be held every Friday until the end of the project

Suggestions were made:  
· Cynthia suggested that BEC should have someone who will be facilitating to come to Marulaweb

· Maduo suggested that it will be better to facilitate from BEC

· Mrs Mafa said that there might be a problem of having  access to the training lab after the 30th Jan as the lab is reserved for other training

· Cynthia said that UAT should be carried out from the 7th – 11th Feb

· She suggested that BEC should draw up a policy document with rules and regulations

· She also suggested that BEC should have people responsible for ensuring that the website is up to date and to nominate a project champion

· Make a formal announcement that Marulaweb would host the website for three months

· BEC to get Marulaweb settings from DIT

· To move PSC to the last week of Friday which is 1st week of March

· On the 28th January PSC going on at 2:30pm

· 18th Feb PSC Presentation  

	
	
	

	3.
	Additional Items for Discussion
	
	
	

	
	Intranet
· Two types of content for the intranet; user content and other content
· Maduo form IT suggested that Marulaweb should bring the intranet to BEC and start work from there with the IT staff

· Mafa to make arrangement so that Marulaweb can work beyond BEC time frames should the need arise
· CQA to assist with getting the actual content especially for the intranet
· Different directorates to give us content by next week

· Content for special needs still need to be provided

· PR and ES to combine their meeting

· Mafa to forward  Marulaweb the dates and venues for next week’s meetings
· Suggestion was made that maybe someone should be  allowed to download  the exam booklet and allow someone else to use the application for checking results can be reviewed; rather put the Pdf files way after the results, maybe 1 week later

· Minutes to be signed off next week, after they have been reviewed   
· Prepare progress report and Prepare an updated project plan

Corrections on the site

Main menu
· Create Special Needs tab that goes between Examinations tab and the research tab 
   About BEC; what we do;  
· Start with ES
· Add Internal Audit
· Fix Information & Communications Technology
· Office of Strategic Management should be Office of Strategy Management
· Council Members should  be Corporate Governance
· The address at the bottom left should be (Botswana Examinations Council Plot 54862 Gaborone Botswana)

·  Have a slot for malpractice, e.g. Report Fraud

	
	
	

	4. 
	Next Meeting

Friday 21th January 2011
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