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This standards manual is modeled after systems standards manuals used in industry. The purpose of such a manual is two-fold:

1.
To provide the student with exposure to and experience in using a standards 
manual.

2.
To provide guidelines for performing and documenting projects.

This manual is meant to aid the student in achieving more professionalism in systems analysis.

There are three major parts to this manual. The first part is general information associated with the course. The second part is general information associated with the software engineering lab. The third part deals specifically with the major project.
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INTRODUCTION

Part I of this standards manual provides general information about the course requirements. One should develop a general understanding for the scope of this course after reading Part I.

Part II of this standards manual provides a detailed outline and description of the requirements for the major project. It includes descriptions and examples of the forms which are submitted to the instructor, as well as explanations of some of the systems analysis tools which will be used to complete the major project presentation and report.

PART I

OVERVIEW OF COURSE

1.1 GENERAL INFORMATION

This section presents an outline of course activities, an overview of the Final Report produced (Systems Analysis Document), and a time guideline to determine if the major project is on schedule.

1.2 COURSE ACTIVITIES

1.
Each team will submit a Bi-weekly Progress Report which includes:


-Bi-weekly Team Report


-Meeting Log


-Project Task Schedule


-Bi-weekly Progress Report. This report must be submitted by each team member.


Part III contains a detailed description of each of the above reports.

2.
A Major Project which involves the analysis of a selected system as a team.  A team is not limited to selecting a business type of system. The Systems Analysis Document is the final document submitted as a result of the analysis. The Systems Analysis Document is described in detail in Part III. Below is a general outline of some of the items this document must include. This outline is provided to make the student aware of the scope of this course in the beginning.


a. Executive summary.


b. Narrative description of existing system, people, goals, problems,     
 
 
    organization chart and functions.


c. Narrative description of the analysis.


d. Alternative system proposals.

e. Proposed system with new analysis, justification and implementation of the new              system.


f. prioritized, analyzed requirements.


g. Appendix



lower level data flow diagram



data dictionary



mini-specs



documentation of interviews and research



pamphlets and materials collected



samples of forms used



bibliography


NOTE: The Systems Analysis Document MUST be turned in on the date        
stated by the instructor.

3.
Presentations


a. Each team member will give a milestone report over their part of the major     
 
    project.


b. The team will give the major project presentation.

1.2.1 OVERVIEW OF A SYSTEMS PROJECT


Phase 1. Study existing system.


Phase 2. Analysis to develop requirements and solutions.


Phase 3. Develop specifications.


Phase 4. Production of the systems proposal  report  for presentation and for


  approval by management of the system proposed for implementation.


Phase 5. Design of the proposed system.


Phase 6. Development of proposed system.


Phase 7. Implementation of the new system.


Phase 8. Operation of the new system.

The major project in CS 497 will involve the first four phases, not all eight, because of time, experience, and associated limitations. Phases 5, 6, and 7 will be done in CS 498. 

The activities involved with the major project for CS 497 include: 

· Selection of a group leader.

· The systems project proposal.

· Documentation of the existing system (problems, personnel, system functions and user requirements).

· A preliminary class presentation, the Milestone Report.

· Analysis of the existing system and development of a model.

· Analysis and feasibility of alternatives, including cost analysis.

· Producing the Systems Analysis Document.

· Class presentation.

1.2.2 ITEMS TO BE COMPLETED

The following is a list of items which must be done in order to successfully complete CS 497. The dates for most of these items will be determined by the professor.

· Taking two exams on the assigned readings.

· Turning in bi-weekly progress reports (both team and individual).

· Attending and participating in all team meetings.

· Producing an acceptable system project proposal.

· Presenting a Milestone Report to the class which conforms to the standards outlined in this manual.

· Producing an accurate and thorough Systems Analysis Document.

· Performing a formal presentation of the major project to the class in accordance with the standards described in this manual.

· Turning in on the required date your evaluations and a division of the points.

· Delivering the Systems Analysis Document to the professor and client-partner.

· Following standards in all aspects of the project and final product.

· Obtaining a written statement from your client-partner stating that he or she has received the Systems Analysis Document and is in agreement with the report.

1.3 COURSE CHECKLIST

This checklist is a guideline to help you allocate the team's time in order to complete the requirements of this course as scheduled. Detailed explanations of each topic are included in Part III. DO NOT POSTPONE!!

Week 1-3
Choose teams.



Select team leader.



Complete composite team schedule.



Find a suitable project.

Week 4-7
Conduct interviews and/or research to get an overview of the system being studied. Start to build detail of the system. Document all visits, phone calls, and interviews with your client-partner and employees.  Keep a record using Form 497-10 which can be entered into any word processing system available to you. This documentation will be part of the final report.



Also, probably around the seventh week, each team member will be 


required to present to the class a Milestone Report.

Week 8
Should be well into analysis modeling. (Structured or Object-Oriented.)

Week 9-10
Walk through the analysis model.



Start considering alternative solutions. What does the system really need? 


Hardware alternatives? What's available? What's applicable?

Week 11-12
If required, conduct on-site visits of vendors to review equipment.  Check 


magazines, journals and vendor manuals regarding applications, service 


records, physical requirements,  etc. Check software packages (if 



applicable).

Week 13
Assign presentation responsibilities (if you have not already done so).



Rough draft of final report.



Narrative, analysis, and alternatives. Decide on best alternatives and 


establish "why".

Week 14-15
Final copy of Systems Analysis Document including the complete analysis.



Get visual aids for presentation completed.



Do dry run of presentation.

Week 16   TOO LATE!!!  IT IS DUE!!!

1.4 COCOMO II

COCOMO II is an effort and cost estimation tool designed to help you get early estimates on the number of personnel and amount of effort required to develop a piece of software.  The program asks the user for data in a step by step, fill in the blank fashion.  The data entered may be changed to give other estimates.  There are no online manuals.

PART II

MAJOR CLASS PROJECT

2.1 INTRODUCTION TO PART III

The major objective of CS 497 is to produce a Systems Analysis Document for the major project. Included in the document will be the specification. The project should be reasonable in size - large enough to be meaningful but not impossible to accomplish.  The proposed solution should be in the best interests of the studied system, whether it be to computerize or not to computerize, to purchase software packages, or to develop in-house software.  The specification serves as the basis for designing and coding the proposed system in CS 498. It must be thorough enough to enable structured design to be completed.

2.2 OVERVIEW OF MAJOR CLASS PROJECT

The major project is intended to give students training in the systems analysis phase of software engineering. Students are given an opportunity to apply the knowledge acquired in the course  to a "live" environment.  Studying the network of interactions within a existing organization as a system, students are expected to analyze the systems process, find the problems, and suggest new and improved methods for performing the system operations effectively and efficiently. The major project must be a group project and not a  collection  of  individual sub-projects.  The students are urged to exchange ideas and materials at their group meetings in order to inform the other team members as to the progress made since the last meeting. In this way the work flow is facilitated, and new assignments can be made to each team member by the team leader. The major project provides students with experience in working with other people and with all the difficulties and benefits involved. The student should learn some of the aspects of software engineering, in detail, such as:

· project planning

· determining user requirements

· defining the problem

· collecting data and analyzing it

· using the tools of systems analysis in order to build a model of a system

· determining alternative systems

· conducting feasibility studies

· determining system costs

· developing specifications

· conducting formal oral presentations

· planning and developing a presentation

· preparing visual aids (flip charts, slides, presentation graphics, etc.)

· writing reports

· structure and content

· planning and first draft

· final report production

· report copying and binding

The student should develop certain skills. He/she should acquire the ability to use the tools and methods of systems analysis, as well as gain a comprehensive understanding of data needs for a systems study.

2.3 HOW TO CHOOSE AND ORGANIZE A TEAM

(a)
Try to put together a team with a mixture of skills attempting in a small way to 
match the skills that will be needed to analyze the system.

(b)
During or prior to the first meeting, the team leader will direct each member to complete a Team Member Schedule form (497-7) and provide a copy to all other team members. The team leader will then complete a composite Team Member Schedule form (497-8) using information from Team Member Schedule forms to simply 
X out blocks of time where one or more members have a schedule commitment. 
The resultant Composite Team Schedule will reveal all times that are open to the team, and provide the team leader with a ready reference as to when to schedule meetings. The team leader will provide each member with a opy of the Composite Team Schedule. You cannot have a super team if you are unable to find at least 
two hours to meet each week, early in the week!

(c)
Determine who lives where, travel times and who has no transportation. Determine if anyone is without a phone.

(d)
Determine quickly who has time to prepare the weekly team reports and who has 
the time and ability to interview.

(e)
Determine the number of credit hours and work hours each potential member is 
carrying. Consider carefully the demands of other courses as well as other 
obligations such as family and work.

(f)
Use wisely the minutes before and after class to get acquainted with one more 
person each day.

2.3.1 SELECTION AND RESPONSIBILITIES OF THE TEAM LEADER

The team must select a leader for the project.  Consistent, uniform leadership demands  having  one person ultimately responsible for the team's progress. Without such leadership, no one is able to make the difficult decisions as to the direction the team should take and which team member should be assigned which task.

The team leader is responsible for guiding the team toward solutions which will assist in project completion and dividing the project into tasks which can be equally allocated among the team members.  Although the team leader is responsible for reporting the cumulative progress of the team each week, he can delegate some of the clerical duties to various team members.  The weekly reports are the responsibility of the team leader as is the Systems Project Proposal.

The professor will work closely with the team leader to assist with any problems which may occur. It is the RESPONSIBILITY OF THE TEAM LEADER to contact the professor and set up an appointment, if this need should arise.

Although the team leader accepts more responsibilities, he/she will gain valuable experience which will benefit him/her in future job situations. Team leader experience would be an asset on a job resume.

2.4 GUIDELINES TO CHOOSING A PROJECT

The goal of the Software Engineering Sequence CS 497-498 is to produce a software system including all documentation. This system (package) can be in any variety of application areas, but must be of sufficient size and complexity. Thus the system chosen should lead to a software project that meets these requirements.

Guidelines:

(a)
It is helpful to have a connection with an organization (firm or agency).  Find an organization drawing on the experience and connections of team members. If you decide that your project will be to create a systems software package, you will still have to determine user requirements. Thus, it is helpful to find a sponsor. Oftentimes, teams are formed before the semester begins and potential projects are researched. If you cannot find a project, some may be available through the instructor.

(b)
It is ideal to narrow down the problem specification to avoid too large a problem. 
Also, avoid a firm or agency situated far away unless a member is located nearby. 
No time should be lost in narrowing down the problem. It is NOT necessary to 
limit this study to Muncie.

(c)
Redefine the problem so it is manageable in twelve to thirteen weeks. Your team 
could be first to give the presentation.

(d)
In order to get an organization or a sponsor to agree to the study, point out that 
you will give them a copy of the Systems Project Proposal and will make a 
presentation to them.  The proposal and presentation should be given to them after 
it is given to the class.

2.5 REPORTS

Every week a set of reports must be turned in to the instructor so that he will be kept informed of the progress of the team. These documents should be submitted in the following order:



a) Weekly Team Report (497-2)



b) Meeting Log (497-5)



c) Project Task Schedule (497-3)



d) Weekly Progress Reports (497-1) - one per team member

Put them in a transparent binder. They do not have to be stapled in such a binder.  The Weekly Progress Reports are easily returned in such a binder. An example and detailed description of each report follows. Copies of these forms are included in Appendix E.

2.5.1 WEEKLY TEAM REPORT (497-2)

1. Purpose

The Weekly Team report serves three purposes.  It causes the group leader to review the team's progress and articulate his/her conclusions, and it keeps the professor informed of the group progress in an efficient manner.  This written report also provides the professor with an opportunity to comment about the project.

The Weekly Team Report should be based on the Project Task Schedule and the Weekly Progress Reports of the individual team members.

2. Description (Refer to the example after the following list).


(a)
Team leader's name or that person preparing the report.


(b)
Period of time that report covers.


(c)
Completed Tasks* including comments, if appropriate.


(d)
Work in Progress* and the reasons why it is still in 




progress and actions to be taken for the task.


(e)
New Tasks* (i.e., those assigned since the last report). Do not give a 


description of the task on this form.


(f)
List any special problems that have arisen.

*
In referring to a particular task, use the number assigned to that task in the Project 
Task Schedule.

   WEEKLY TEAM REPORT FOR TEAM-1

(a)    PREPARED BY:____Alicia____ 

(b) DATE REPORT COVERS: 12/17/08   thru 12/23/08

(c) A. Completed Tasks: 


Task 1:

(d) B. Work in Progress: 


Task 2 & 3:


Dan and Mike could not do their interview this week because of Mike’s tight 
schedule.

(e) C. New Tasks: 


Task 4 & 5:

(f) D. Special Problems: 


It looks as if it may be difficult to meet with client partner as frequently as needed.   
Jeanette reports that there is a huge amount of material on this subject and wants   
the problem defined more precisely.

2.5.2 TEAM MEETING LOG (497-5)

1. Purpose

The purpose of the Team Meeting Log is to keep an accurate record of the meetings and who attended. This form accompanies the project leader's weekly report on the progress of the project and must be turned in with the Systems Proposal Report.

2. Description (Refer to the example on the next page).


(a)
Date, time, place - when the meeting was held, length of the meeting, 


where the meeting was held.


(b)
Attendance - Put an (A) by the name of members who were absent and an 


(L) by the name of members who were late.


(c)
Topics Discussed (Past/Present) - this should include a review of the log 


from the last meeting for approval as well as the minutes for the current 


meeting topics discussed


(d)
Tasks Assigned - includes name of member to write the minutes and 


agenda for the next meeting, as well as, tasks for the next meeting (i.e. 


materials to collect, research to be done)


(e)
Questions - list possible questions to be answered by the professor or 


through individual research (this will be followed up by the Topics 



Discussed in the next meeting log).


(f)
Next Meeting - date, time, and place for the next scheduled meeting

 MEETING LOG

TEAM NO. _TEAM-1_

	(a) Date: 11/10/08
	Time: 4:00 - 5:30
	Place: Daniel’s Apartment

	
	
	

	(b) Attendance:
	
	 Daniel, Jeanette, Alicia, Mike

	
	
	

	(c) Topics Discussed (Past/Present):
	
	 Alicia reported on results of meeting with Dr. Zage.          Reviewed DFD’s 

	
	
	

	(d) Tasks Assigned:
	
	 Alicia to type minutes

 Everyone to prepare for meeting with the Client Partner.

	
	
	

	(e) Questions:
	
	 What should be included on the Organizational chart?

	
	
	

	(f) Next Meeting:

     Date: 11/12/08
	Time: 8:00 a.m.
	Place: RB Conference Room

	
	
	


2.5.3 PROJECT TASK SCHEDULE (497-3)

1. Purpose

The Project Task Schedule is designed to be used by the team leader for project planning and control. It provides a method of breaking down and outlining the tasks that  need  to  be accomplished for the completion of the Major Project that is required in CS 497. This form accompanies the project leader's weekly report on the progress of the team and should be retained throughout the entire period covering the project.

2. Description

 Refer to the example on the next page.


(a)
Number of task in order of assignment.


(b)
Name of individual to whom task was assigned.


(c)
Date when task was assigned.


(d)
Date when task should be completed.


(e)
Date when verification is received that the task has been completed, in the 


form of a written or verbal report.


(d)
Description of the task in sufficient detail to adequately clarify the nature 


and extent of the task.

3. All project tasks should be numbered sequentially from 1 to n as tasks are assigned throughout the course, NOT NUMBERED BY THE WEEK. The form given will automatically number for you.  The number of assigned tasks should be reasonable, not too many nor too few. Keep a running report.

 PROJECT TASK SCHEDULE FOR TEAM-_____

	(a)

Task #: 1 
	(b)

Assigned To: Mike
	(c)

Assigned: 9/18/08
	(d)

Due: 9/2308
	(e)

Received: 9/22/08

	(f) Description:
	
	
	
	 Set up meeting with Client Partner for Wednesday, September 25 at 10:30 for team to discuss project details

	
	
	
	
	

	(a)

Task #: 2
	(b)

Assigned To: All
	(c)

Assigned: 9/26/08
	(d)

Due: 10/2/08
	(e)

Received: 10/3/08

	(f)Description:
	
	
	
	Work out the project details discussed during the September 25 meeting with the Client Partner.

	
	
	
	
	


2.5.4 WEEKLY PROGRESS REPORTS (497-1)

1. Purpose

(a)
Each student quantifies his own time at periodic intervals and evaluates the amount of progress being made.


(b)
Students communicate problems and accomplishments to the professor 


without utilizing class time.


(c)
Students plan their time for the next week.

2. Description

 Refer to the example on the next page.


(a)
Name - the student's name


(b)
Course number - CS 497


(c)
Date report covers - period of time covered by report


(d)
Date - date on which specific activity (g) occurred


(e)
Activity - should specify whether this is an individual or team activity


(f)
Hours spent - approximate number of hours spent during the week on each 

activity. For major project, differentiate between group time and individual 


time.


(g)
Accomplishments - brief description of  the achievements 

(h)
Problems - short description of problems encountered in relation to activity listed in (g).


(g)
Plans - short description of the tentative goals set for the next week.

 WEEKLY PROGRESS REPORT

(a) NAME: __Jeanette______________________

(b) COURSE NO._497__   (c) DATE REPORT COVERS: _11/22/08_ thru _11/28/08_

	(d) Date: 11/23/08
	(e) Activity: Team
	(f) Hours Spent: 4

	(g) Accomplishment:
	
	 Reviewed the Systems Analysis Document for completeness

	(h) Problems:
	
	 Misunderstanding of the Organizational Chart

	
	
	

	(d) Date: 11/26/08
	(e) Activity: Individual
	(f) Hours Spent: 1.5

	(g) Accomplishment:
	
	 Read through chapter 9 for class

	(h) Problems: None
	
	 

	
	
	


2.6 HOW TO MAKE A PROJECT PROPOSAL

Once a project is chosen and approved by each member of the team, a Systems Project Proposal must be submitted to the instructor. All projects must be approved by the instructor.

2.6.1 SYSTEMS PROJECT PROPOSAL (497-4)

1. Purpose

The main project proposal on form 497-4 should provide a reasonable description of the project the team is considering. The team should also enumerate the goals and objectives of the project. There are three main reasons for this form. They are:


(a)
It forces the team to decide on a project and put it down in acceptable form 

in writing.


(b)
The professor is provided with an outline of the project the group has 


chosen.


(c)
The professor can make  suggestions,  recommendations,  and additions or 

deletions to the team project.

The third reason is especially important. It is difficult for a student, during the first weeks, to have a firm grasp of what is expected of him in the course. This way, the instructor can give sufficient guidance.

2. Description

 Refer to the example after the following list.


(a)
Course - The course number of this class, CS 497. 


(b)
Date - Date report is submitted.


(c)
TEAM-___ - A number given by the instructor to distinguish among 


teams.  If there are three teams, one will be referred to as TEAM- 1, one as 
TEAM-2, and 
one as TEAM-3.


(d)
Describe the purpose of the proposed system.  State the basic goals of the 


system.  When finished, what will be the major accomplishment?


(e)
List the functions to be performed by the system. (These are the specific 


areas the project will entail.)


(f)
Initial Problem Statement - List the appropriate goals and objectives 


associated with the proposed system.


(g)
Team Leader - Name the selected project leader or manager who is 


responsible  for  all  aspects  of  the project deadlines, clarification, and 


accuracy.


(h)
Names - Name all team members.


(i)
Approved - Each team member signs to inform the instructor that all 


members of the team have reviewed the proposal and agree to its contents.


(j)
Date - Date each signature.


(k)
Name of organization to be studied.


(l)
Approved - The instructor signs the proposal informing team members that 

their project has been examined and they have clearance to proceed.


(m)
Date - Date of project approval by the instructor.

3. It is important to note that any deviation from this proposal or changes after the project has been approved must be once again agreed upon by all team members, stated in writing, signed by all members, and resubmitted to the professor. All work must be suspended in the new area pending approval by the instructor.

SYSTEMS PROJECT PROPOSAL

(a) COURSE:_CS 497_   (b) DATE: _1/1/08_   (c) TEAM- 1

 Supply the requested information. If necessary, use additional paper on one side only and staple to the back of this form.

(d) Describe the purpose of the proposed system.

      Service bureau, handling the payroll of many companies.

(e) List the functions to be performed by the system.

 
1. Perform file maintenance.   


2. Coordinate all companies.


3. Design priority pay service.

(f) Initial problem statement (i.e., goals and objectives of the proposed system).

 
1. Always have jobs done on time.   


2. Minimize theft.   


3. Safeguard privacy.   


4. Maximize security.   


5. Maximize profit.         




(h) Names

(i) Approved

(j) Date

(g) Team Leader
Alicia _______
1/1/08____________
1/18/08___________




Daniel  ______            1/1/08____________
1/18/08___________




Mike ________
1/1/08___________
1/18/08___________

(k) Name of organization to be studied: First Merchants Bank______________________

 ************************************************************************ (e) Approved: _________ ___________________________ (l) Date:________________                                  

2.7 DOCUMENTATION OF THE EXISTING SYSTEM

The first phase of the systems project involves obtaining a representation of the existing system in order to identify problems, personnel and system functions and user requirements. The document is then used to build a model of the existing.

1.
What is being done?


This section identifies the current system's user community by use of the 

following:

· Organization chart which establishes formal roles and communities in the organization.

· Department functions which describe tasks and activities as well as who performs them in the organization.

· Key contacts  in  the organization.

· Inputs and outputs from the particular subsystem under consideration.

· What responsibilities does the subsystem have, or what functions does it perform and for what is it not responsible?

· What are the boundaries of the subsystem with the larger system, and how is the interfacing performed with the larger system?

The information for the above will be obtained from visiting the organization being analyzed and interviewing the client-partner and employees (users). Each visit, phone call, and interview should  be  fully  documented using Form 497-7.  Extensive documentation assists in building an accurate model of the existing system.

An experienced systems analyst, who is already familiar with his/her system, would possibly omit this phase or at least modify it.

If your project is for systems software, certain obvious modifications are required.

2.
How is it done? (i.e., build a model)


A detailed description of processes, structure, and elements of the existing system 
is stated here. Some of the tools that must be used to make this description precise 
are the following:

· Data flow diagrams

· Data structure diagrams

· Narrative general description of the system

· Structured English

· Data Dictionary/Glossary
· Mini-specs

· Decision tables or trees

· Organization chart

· Physical layout

· Narrative description of forms used with samples

And for the object-oriented paradigm:

· Use-case diagrams

· List of essentials (primary) classes

· Conceptual model

· System sequence diagram

· Operation contracts

Classic texts contain examples of these techniques.

2.7.1 EXISTING SYSTEM'S LIMITATIONS

The documentation of the existing system's limitations often provides a good reference point for explaining why things are done in a certain way in the organization.  The documentation should contain the following:

· The organization's business policies, standards, forms, practices, and functions

· The procedures used in performing a given job or function

· Space within which a job is being performed (physical layout)

· Volume correctly handled in terms of work load distribution

· Current system's cost

· Error rates in job performance

· Time needed for job completion

· User or customer frustration

· Excessive overtime

· Delays in the system

· Lack of efficiency

· Lack of job motivation

· Ease of use (user friendliness)

Write a precise problem statement.  The identified problem or opportunity should be documented and analyzed since it warrants explanation. The documentation should be a narrative description of the problem. Some of the common problems encountered are:

· Job duplication

· Job overlap

· Frequent backtracking

· Job inconsistencies

· Job delays

· Poor workload distribution

· Job inaccuracies

· Lack of job control

· Lack of job instruction (documentation)

After the documentation and a precise problem statement has been completed, an analysis of the system can begin.  From the analysis of the system, its problems, and procedures, the specifications for a proposed system can be listed.

3.7.2 GENERAL SYSTEM DOCUMENTATION STANDARDS

In system documentation for this project, certain standards must be followed for readability and completeness. Documentation standards on what should be included in the system documentation are that all facets of the system must be described in detail either within the documents themselves, or pointing to available literature describing certain operating procedures, equipment, task schedules, and requirements of the job. A new employee of the organization or a user of the system should be able to determine the nature of the (system) organization from the system's documentation.  The following are what should be included within the system documentation:

· The tasks (functions) to be performed, and in what order or sequence.

· Task Performance


How to perform the necessary tasks, including a compilation of the errors 
previous personnel have encountered, and how the errors or problems were 
solved. Due to
the dynamic nature of such errors, it would be good for the 
system 
documentation to be maintained on disk so that updating and adding errors would 
be facilitated, as well as providing the ability to quickly generate legible copies 
containing the latest revisions.

· Software


A list of the software of the system, and user guidelines for each program which 
would be used.  Also, for ease of program modification, program documentation  
should include what each program does and how.  Without program 
documentation, revisions become costly in regard to the time needed to 
understand the program.  Furthermore, the date the program documentation was 
written should be included as well as revision dates, and the names of the author 
and revisionist.

· Hardware and Maintenance


A list of the hardware, including the maintenance companies (with contact names 
and numbers) should be included since nearly all equipment fails upon occasion.  
If appropriate the computer architecture should be given. Maintenance which has 
been done in the past should point out reputable maintenance companies from 
personal experience.

· Hierarchy


An organization chart indicating the hierarchical structure of the system.
· Personnel

A list of personnel who are part of system and the tasks each are assigned, with the level of training required for each position for future hiring purposes. Such a list is useful in any system, and should be included in the major project report for the teams' activities during the semester. The interviewer in each contact should be noted on the documentation form (Form 497-10).
· Analysis Model
(The contents of this section will differ depending on the analysis technique used by the team members.  The dfd may be replaced by a use-case diagrams, a list of primary classes and the conceptual model and sequence diagrams.)
· Data Flow Diagrams


Data flow diagrams should be part of the system's documentation to explain how 
data flows through the particular system under study, and how the data is 
processed by the system. Data flow diagrams will be used at several locations in 
the system's documentation depending upon their content as well as their level of 
detail.

· Data Dictionary


A Data Dictionary fully describing all the data items needed by the system should 
be included.  A Data Dictionary would answer the hypothetical question, "What 
information do we carry on the invoice file?" Data Dictionary forms which should 
be used are in Appendix E. (If you plan to use a word processing system, then you 
can create these forms but the professor must approve them).

· Costs and Benefits

Costs of operations should be included to enable comparisons of current costs with those of previous years, and to show how the cost of the system is spread through the system's personnel, software, and hardware.  Tangible and intangible, direct and indirect, recurring and non-recurring costs and benefits should all be put into  the system's documentation so that costs can be studied. System overhead costs should also be included.

· System Forms Examples


Examples of all the forms of the system should be part of the documentation, 
because information flows through a system, at least in part, on the forms.

· Historical Records


In a system which is changing (and most do) historical records about the system 
should be kept to allow studies of where the organization was, and how it arrived 
at its present state.

The documentation of a system should be such that after reading and understanding that documentation, a person new to the (system) organization can understand what the schedules are, what is expected of him or her, and the methods for doing the necessary tasks. This is especially necessary in systems with a rapid employee turnover, since new employees must be trained in as short a time as possible.

2.8 MILESTONE PRESENTATION

The milestone presentation consists of a formal presentation of the group's project to that point. Each member of the team will be required to speak for approximately 15 minutes on some aspect of the group project. This presentation is to be treated as a preliminary project presentation to a group of peers in an organization to assure that the team is on the right track and is to be presented in such a manner as to solicit comments from the instructor and class members on how to better the project.

The purpose of this presentation is to describe the project and the  progress that has been made up to the time of the presentation. Each team member will be graded based upon the following criteria:


(a)
The method of the presentation including the eloquence of the speaker.


(b)
The content of the presentation.


(c)
The quality of visual materials used.


(d)
The smoothness of transitions between speakers.


(e)
How questions addressed to the group are answered.


(f)
The ability to present the proposal in such a manner as to convince the  


listeners of its soundness up to that point and how the project will  proceed 

from that point.

Some suggestions for improving the presentation are:

· Visual aids are a means of conveying detailed points quickly and accurately; 
therefore, visual aids are MANDATORY! Acceptable ones are



- presentation graphics



- overhead projector slides



- charts (18" x 24" charts on an easel)



- opaque projector slides



- maps



- any other deemed necessary and approved by the professor before the 


  lecture.

· All visual aids should be readable from various locations within the classroom and high enough so as to not be blocked by front row students.

· When drawing charts or highlighting aspects of a slide and using multiple colors, there should be no more than three (3) colors per page. The colors are to be limited to black, red, blue, green, and purple.

· When using flow charts to demonstrate a point, one should adhere to the standards indicated in the texts.

· Thorough preparation is necessary for the presentation to be professional.  Attention should be given to format and style of presentation.

· Dress for the milestone presentation may be casual.

· If your group will be using charts, you will need to bring an easel.  You are responsible for locating other visual aids such as overhead projectors and for making sure that they work properly.  It would be wise to locate two such projectors and make sure both work properly to ensure that one can continue if something should happen to the first projector.

· Notes may be used for the presentation. They must be written on 3" x 5" or 4" x 6" cards.  They should only be used for assistance--DON'T READ!! Also, when using overheads the overheads themselves can help you remember the gist of your speech without needing to refer to note cards constantly.

Members of the group are to speak on the section(s) of the project for which they were responsible, and will be graded according to both the overall group presentation and the individual performance.  The group leader is to make the introduction of the project and the group members.  It is advisable that the group leader also give a brief history of the client-partner relevant to the project.  The entire presentation should take approximately 50 minutes with 10 additional minutes for a question and answer period.

The following is a list of what minimally should be included in your milestone presentation.  Add to this list as necessary to make the best possible presentation.  Tell us:

1.
about your client partner, the organization, computing experience of personnel,


hardware, software, resources available, resources required, etc. ... "THE 
SETTING"

2.
about the project, WHAT is it that you need to develop

3.
how your project fits into the computing environment, i.e., the "boundary"


of your project.  State limitations of the project.

4.
about the environment: platform, projected implementation language, tools to be 
used, user interface considerations, other.

5.
about feasibility studies and alternatives not taken, and why (see 3.9 in manual)

6.
the preliminary size and effort analyses, and factors that may change this 
dramatically

7.
how the new system satisfies the needs of your client partner

8.
the user profile, including needs

9.
special software needs that your team may have
2.9 PROPOSED ALTERNATIVE AND FEASIBILITY STUDY

The proposed system should meet the needs of the organization (or users) within the framework of the organization's financial structure, personnel, and other resources to ensure that the proposal is possible to implement. The proposal should also be a cost effective and desirable solution to a real problem.

After the development of alternative new models of the system, feasibility studies must be done to determine the effects of the new system on the organization studied. Is the new system a way to solve the problems of the organization and/or does it meet the needs of the users? What resources does the organization have and what resources does the new system require? What will be the impact on the systems which share boundaries with the proposed system?  These questions must be addressed in a feasibility study. You can see  various texts for the methods to perform a feasibility study.

2.10 PRODUCING THE SYSTEMS ANALYSIS DOCUMENT

The systems analysis document should contain a definition of the problem, a description of the system, an analysis of the system showing how each part performs its task, a proposal  of alternatives, and reasons why the recommended system was selected. Also to be included are the summary and conclusions, and a bibliography of works consulted and appendices. It must be organized in this order and include the following sections:

1.
Executive Summary

· A one page summary of the project, findings, and conclusions.

2.
Introduction

· What is the project?

· What were the goals of the project?

· What were the methods used to attack the problems?

3.
Description of the existing system and user requirements

· Narrative description (users, needs, requirements, etc.)

· Organization Chart (Hierarchical Structure)

· System documentation (see 3.7 for details)

4.
Systems analysis of the existing system

· Problem definition and classification

· Data flow diagrams or OO equivalent. (Depends on the analysis techniques used by the team members.)
5.
Proposal of alternative systems

· System planning feasibility

· System cost determination

6.
Recommendation of the selected system

· Requirements Document

· Nonfunctional Requirements

· Functional Requirements

· Structured specifications of the new system

· Justification of selected system

· Advantages and disadvantages of the selected system

· Implementation

Summary and Conclusions

· A summary is a closing statement highlighting key issues of your work. Conclusions imply judgments or expert opinions.

Bibliography

Appendix

· Existing System

· Data Flow Diagrams (or OO equivalents)
· Data Dictionary

· Sample Reports

· Data Collection

· Meeting Log 

· Questionnaires/Surveys Used

· What part of the project each team member prepared

· COCOMO II Analysis

· COCOMO II Results

· Proposed System

· Data Flow Diagrams (or OO equivalents)
· Process Specifications

· Data Dictionary


· Sample Forms to be used by the system

Bibliographic references should follow the standard ACM or IEEE format.
2.10.1 STANDARDS

The team will lose points if the report format described is not followed.  The report is to be submitted on assigned day.  The document MUST be bound or, if too large, a three-ring notebook, and have:

· Table of contents

· Title page



- Title and number of the project



- Names of the team members



- Class Number



- Instructor's Name



- Date presented in class



- Semester and year written



- School Name

· Each section marked to identify the person responsible for it

· All pages of the documentation numbered

· Copy of the letter of thanks sent by the team to the client-partner

· Draft Copy of the letter to be sent by the professor (if client- partner is off-campus) (See examples in Appendix)

A copy of the Systems Analysis Document must also be given to the client- partner, and if possible, a formal presentation like the one given in class should be given to the client- partner.  Written acknowledgment of receipt of the report and, if appropriate, the presentation (and approval thereof) must be received by the professor no later than the second week of CS 498.

NOTE: It is strongly urged that each group have someone outside the group review the Systems Analysis Document if time permits. Preferably that person should have taken this course.

2.10.2 SYSTEMS ANALYSIS DOCUMENT EVALUATION

The system analysis document will be evaluated against the following standards:


(a)
Completeness of the document in addressing each section.


(b)
The form of the document, including the type of diagrams, charts, and 


tables used.


(c)
The confidence the reader would have with the recommended system.


(d)
Inclusion of copies of letters of thanks both by the group to the client-


partner and by the professor if an off-campus client-partner.


(e)
The degree of research shown in the report.


(f)
The document bound or in a three-ring notebook appropriately labeled.

2.10.3 DISPOSITION OF SYSTEMS ANALYSIS DOCUMENT

The professor will review the Systems Analysis Document with the team as soon as possible during CS 498. If the report contains any confidential information, it must be noted on the first page so that it may be handled accordingly.

2.11 TEAM MEMBER EVALUATIONS

At a time specified by the professor each team member will turn in:


a)
Evaluations of the performance of fellow team members--sample 



evaluations are in Appendix B.


b)
A division of the points earned on the projects between all team members 


including themselves. See Appendix C.

Both these documents should be in a sealed envelope and contain the student's name, signature and team number.

2.12 FINAL PRESENTATION

The final class presentation is to be treated as a presentation of the major project to a group of peers in a department who are to evaluate the project before making their recommendation to high level management.  The presentation could be given to management if certain more technical sections were removed. Those technical sections are necessary for your peers to evaluate your proposed system as a solution to the problems of the system you have studied.

The same standards used in grading the milestone presentation (see Section 3.8 for details) will be used with the exception of dress. For the final presentation dress should be appropriate for business occasions such as interviews and conservative by university standards. Jeans are inappropriate.

NOTE: It is strongly urged that each group present a practice run  of  their presentation to someone outside the group. Preferably someone who has had this course.

2.13 FILLING OUT PROJECT PRESENTATION EVALUATIONS

1.
Purpose


The Comments on Project form is to be completed by each class member who is 
not a member of the reporting team.  Your constructive criticism can help your 
classmates improve their skills in preparing and presenting reports. Use as a 
criteria for judging the Project Presentation the information given in Sections 3.8 
and 3.12.

2.
Listen


Using "Listening Is A Ten-Part Skill" (see Appendix A) consider these items in 
answering the first two questions:

· organization of material

· knowledge of material

· ability to convey information

· ability to answer questions

· use of visual aids

· clarity of speech

· voice level of the speaker

· eye contact

· appearance

· professionalism of presentation  research and scholarship


(a)
Strongest points of presentation? Discuss the positive things the speaker(s) 

did that were of benefit.


(b)
List ways in which the presentation could be improved or indicate 



constructive alternatives.

3.
Description


(a)
Insert TEAM number.


(b)
Name - name of the individual team member


(c)
Comment on the method and style used to present the report.  Comments 


on individual team member performance are made here.


(d)
Comment on the content of the report.  Again, comments on individual 


team member performance are made here.


(d)
Rate each individual from 1 to 10 and the team as a whole.  Rate for both 


method and content. (A rating of 1 is the worst; 10 is the best. Perfection is 

very rare!)


(e)
Comment on the method and style used to present the report.  Comments 


on the team as a whole are made here.


(f)
Comment on the content of the report.  Comments on the team as a whole 


are made here.


(g)
Check yes or no to indicate whether or not you would approve the 



proposed solution.


(h)
List the reasons for your response.


(i)
Your signature must appear for your evaluation to count. It will be 



removed before the evaluation is given to the evaluated team.


*
Ten minutes will be provided following the talk for reviewers to complete 


the evaluation form.

NOTE: To receive credit for the evaluation, the entire form must be completed. (No questions or sections omitted.)

COMMENTS ON PROJECT _____TEAM-3_____(a)

	
	Style/Method
	Content

	(b) Name: Jeanette
	(c) Jeanette was too nervous and this made his speech difficult to understand
	(d)Made good use of the slides she presented. The data flow diagrams she presented were clear and made it easy to understand where their project was heading.

	(b)Name: Alicia
	(c) Basically a very nice job, she was confident in what she had to say which showed she had practiced for the presentation
	(d) The slide animation added an interesting element to the presentation, especially since Alicia’s section of the presentation was the most dry - it kept my attention

	(b) Name: Mike
	(c) It was all too obvious that Mike did not practice for the presentation
	(d) He was not aware of what slide would come next and was therefore forced to read each slide as it came up - this made his presentation go very slowly

	Overall: 
	(e) While there were difficulties in getting the information across, the overall image of the team was good.  Everyone took care in their personal appearance which showed they were proud of what they had to present
	(f) Organization chart, data flow diagrams, and presentation graphics effectively showed us the model of their client-partner


Would you approve the proposed system (solution)?   Yes__X__ No____(g)

(h) All the alternative were presented and their proposal provided the greatest improvement in the system for the money.

************************************************************************

NAME: _____Daniel______________(i)

2.14 TOOLS AND TECHNIQUES USED

This report is used at the end of the semester to inform the instructor of what tools and techniques your group used to analyze and document the existing system.  List how the data dictionary is maintained, how the analysis diagrams were drawn and analyzed, and what tools were used. Also, state where the information is now located.

APPENDIX A

LISTENING IS A TEN-PART SKILL

1.
Find area of interest.

All studies point to the advantage of being interested in the topic under discussion.  Bad listeners usually declare the subject dry after the first few sentences. Once this decision is made, it serves to rationalize any and all inattention.

Good listeners follow different tactics.  True, their first thought may be that the subject sounds dry. But a second thought immediately follows based on the realization that to get up and leave might prove a bit awkward.

The final reflection is that, being trapped anyhow, perhaps it might be well to learn if anything is being said that can be put to use.

The key to the whole matter of interest in a topic is the word "use".  Whenever we wish to listen efficiently, we ought to say to ourselves: "What's he saying that I can use? What worthwhile ideas has he? Is he reporting any workable procedures? Anything that I can cash in on, or with which I can make myself happier?" Such questions lead us to screen what we are hearing in a continual effort to sort out the elements of personal value.  G. K. Chesterton spoke wisely indeed when he said, "There is no such thing as an uninteresting subject; there are only uninterested people."

2.
Judge content, not delivery.

Many listeners alibi inattention to a speaker by thinking to themselves: "Who could listen to such a character? What an awful voice! Will he ever stop reading from his notes?"

The good listener reacts differently. He may well look at the speaker and think, "This man is inept. Seems like almost anyone ought to be able to talk better than that."  But from this initial similarity he moves on to a different conclusion, thinking "But wait a minute...I'm not interested in his personality or delivery. I want to find out what he knows. Does this man know some things that I need to know?"

Essentially we "listen with our own experience." Is the conveyor to be held responsible because we are poorly equipped to decode his message? We cannot understand everything we hear, but one sure way to raise the level of our understanding is to assume the responsibility which is inherently ours.

3.
Hold your fire.

Over-stimulation is almost as bad as under-stimulation, and the two together constitute the twin evils of inefficient listening. The over-stimulated listener gets too excited, or excited too soon, by the speaker.  Some of us are greatly addicted to this weakness. For us, a speaker can seldom talk for more than a few minutes without touching upon a pet bias or conviction. Occasionally we are roused in support of the speaker's point; usually it is the reverse.  In either case over-stimulation reflects the desire of the listener to enter, somehow, immediately into the argument.

The aroused person usually becomes preoccupied by trying to do three things simultaneously: calculate what hurt is being done to his pet ideas, plot an embarrassing question to ask the speaker, enjoy mentally all the discomfort visualized for the speaker once the devastating reply to him is launched.  With these things going on, subsequent passages go unheard.

We must learn not to get too excited about a speaker's point until we are certain we thoroughly understand it. The secret is contained in the principle that we must  always  withhold evaluation until our comprehension is complete.

4.
Listen for ideas.

Good listeners focus on central ideas; they tend to recognize the characteristic language in which central ideas are usually stated, and they are able to discriminate between fact and principle,  idea and example, evidence and argument.  Poor listeners are inclined to listen for the facts in  every presentation.

To understand the fault, let us assume that a man is giving us instructions made up of facts A to Z. The man begins to talk. We hear fact A and think: "We've got to remember it!" So we begin a memory exercise by repeating "Fact A, fact A, fact A..." Meanwhile, the fellow is telling us fact B.  Now we have two facts to memorize.  We're so busy doing it that we miss fact C completely. And so it goes up to fact Z. We catch a few facts, garble several others and completely miss the rest.

It is a significant fact that only about 25 percent of persons listening to a formal talk are able to grasp the speaker's central idea. To develop this skill requires an ability to recognize  conventional organizational patterns, transitional language, and the speaker's use of recapitulation.  Fortunately, all of these items can be readily mastered with a bit of effort.

5.
Be flexible.

Our research has shown that over 100 worst listeners thought that note-taking and outlining were synonyms. They believed there was but one way to take notes -- by making an outline.

Actually, no damage would be done if all talks followed some definite plan of organization. Unfortunately, less than half of even formal speeches are carefully organized.  There are few things more frustrating than to try to outline an un-out-lineable speech.

Note-taking may help or may become a distraction.  Some persons try to take down everything in shorthand; the vast majority of us are far too voluminous even in long hand. While studies are not too clear on the point, there is some evidence to indicate that the volume of notes taken and their value to the taker are inversely related.  In any case, the real issue is one of interpretation. Few of us have memories good enough to remember even the salient points we hear.  If we can obtain brief, meaningful records of them for later review, we definitely improve our ability to learn and to remember.

6.
Work at listening.

One of the most striking characteristics of poor listeners is their  disinclination  to spend any energy in a listening situation. College students, by their own testimony, frequently enter classes all worn out physically; assume postures which only seem to give attention to the speaker; and then proceed to catch up on needed rest or to reflect upon purely personal matters. This faking of attention is one of the worst habits afflicting us as people.

Listening is hard work. It is characterized by faster heart action, quicker circulation of the blood, a small rise in body temperature. The over-relaxed listener is merely appearing to tune in, and then feeling conscience-free to pursue any of a thousand mental tangents.

For selfish reasons alone one of the best investments we can make is to give each speaker our conscious attention. We ought to establish eye contact and maintain it; to indicate by posture and facial expression that the occasion and the speaker's efforts are a matter of real concern to us. When we do these things we help the speaker to express himself more clearly, and we in turn profit by better understanding of the improved communications we have helped him to achieve. None of this necessarily implies acceptance of his point of view or favorable action upon his appeals. It is, rather, an expression of interest.

7.
Resist distractions.

The good listeners tend to adjust quickly to any kind of abnormal situation; poor listeners tend to tolerate bad conditions and, in some instances, even to create distractions themselves.

We live in a noisy age. We are distracted not only by what we hear, but by what we see. Poor listeners tend to be readily influenced by all manner of distractions, even in an intimate fact-to-fact situation.

A good listener instinctively fights distraction. Sometimes the fight is easily won -- by closing a door, shutting off the radio, moving closer to the person talking, or asking him to speak louder.  If the distractions cannot be met that easily, then it becomes a matter of concentration.

8.
Exercise your mind.

Poor listeners are inexperienced in hearing difficult, expository material.  Good listeners apparently develop an appetite for hearing a variety of presentations difficult enough to challenge their mental capacities.

Perhaps the one word that best describes the bad listeners is "inexperienced."  Although  he  spends  40 percent of his communication day listening to something, he is inexperienced in hearing anything tough, technical, or expository. He has for years painstakingly sought light, recreational material.  The problem he creates is deeply significant, because such a person is a poor producer in factory, office, or classroom.

Inexperience is not easily or quickly overcome.  However, knowledge of our own weakness may lead us to repair it. We need never become too old to meet the new challenges.

9.
Keep your mind open.

Parallel to the blind spots which afflict human beings are certain psychological deaf spots which impair our ability to perceive and understand. These deaf spots are the dwelling place of our most cherished notions, convictions, and complexes. Often, when a speaker invades one of these areas with a word or phrase, we turn our mind to retrieving familiar mental pathways crisscrossing our invaded area of sensitivity.

It is hard to believe in moments of cold detachment that just a word or phrase can cause such emotional eruption. Yet with poor listeners it is frequently the case; and even with very good listeners it is occasionally the case.  When such emotional deafness transpires, communicative efficiency drops rapidly to zero.

Among the words known thus to serve as red flags to some listeners are: mother-in-law, landlord, red neck, sharecropper, sissy, farmer, pink, "Greetings," antivivisectionist, evolution, square, punk, and welcher.

Effective listeners try to identify and to rationalize the words or phrases most upsetting emotionally.  Often the emotional impact of such words can be decreased through a free and open discussion of them with friends or associates.

10.
Capitalize on thought speed.

Most persons talk at a speed of about 125 words a minute.  There is good evidence that if thought were measured in words per minute, most of us could think easily at about four times that rate.  It is difficult -- almost painful -- to try to slow down our thinking speed. Thus we normally have about 400 words of thinking time to spare during every minute a person talks to us.

What do we do with our excess thinking time while someone is speaking?  If we are poor listeners, we soon become impatient with the slow progress the speaker is seeming to make.  So our thoughts turn to something else for a moment, then dart back to the speaker. These brief side excursions of thought continue until our mind tarries too long on some enticing but irrelevant subject. Then, when our thoughts return to the person talking, we find he's far ahead of us. Now it's harder to follow him and increasingly easy to take off on side excursions.  Finally we give up; the person is still talking, but our mind is in another world.


The good listener uses his thought speed to advantage; he constantly applies his 
spare thinking time to what is being said. It is not difficult once one has a definite 
pattern of thought to follow. To develop such a pattern we should:


Try to anticipate what a person is going to talk about.  On the basis of what he's 
already said, ask yourself: "What's he trying to get at? What point is he going to 
make?"


Mentally summarize what the person has been saying.  What point has he made 
already, if any?


Weigh the speaker's evidence by mentally questioning it.  As he presents facts, 
illustrative stories and statistics, continually ask yourself:  "Are they accurate?  Do 
they come from an unprejudiced source?  Am I getting the full picture, or is he 
telling me only what will prove his point?"


Listen between the lines.  The speaker doesn't always put everything that's 
important into words. The changing tones and volume of his voice may have a 
meaning, so may his facial expressions, the gestures he makes with his hands, the 
movements of his body.

Not capitalizing on thought speed is our greatest  single handicap.  The differential between thought speed and speech breeds false feelings of security and mental tangents.  Yet, through listening training, this same differential can be readily converted into our greatest asset.

 APPENDIX B

GROUP EVALUATION

NAME: _____S. Freud______________________

TEAM TEAM-_1__
DATE:___1/1/08___

	Name:
	Alicia

	Division of Points:  10
	Comments: I feel that in my role as team leader the most work was performed by me. Controlling the system design and handling heated discussions between the group was at some times a major problem of the system. Although I feel that Daniel did as much as I did, my role as team leader is the reason for ranking myself higher.

	
	

	Name:
	Daniel

	Division of Points:  8
	Comments: I would rate Daniel next.  He was very cooperative throughout the semester and agreed to do many things required for our system proposal. His attendance at meetings was excellent and he had a full understanding of the system.

	
	

	Name:
	Mike

	Division of Points:  5
	Comments: Mike was somewhat of a disappointment to me. I feel that his experience with cost benefit analysis should have been helpful, but he did not make himself heard on this subject matter. Mike's attendance at the meetings was  poor during the early part of the semester, but improved as the semester continued. 

	
	

	Name:
	Jeanette

	Division of Points: 4
	Comments: I rank Jeanette lowest in his overall contribution to the system. Jeanette's attendance at the meetings was extremely poor and her willingness to investigate particular components of the system was at times extremely weak.
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NAME: _________________________


  _________________________(signature)

	Name: Alicia
	Points:  30%

	Name: Mike
	Points:  20

	Name: Jeanette
	Points:  10%

	Name: Daniel
	Points:  40%

	
	Total:    100%


APPENDIX D

SAMPLE LETTERS OF THANKS

December 4, 2008
Mr. Randy Gorski 

Eastern Indiana Production Credit Association

1400 East McGalliard Road 

Muncie, Indiana 47303

Dear Mr. Gorski:

I would like to personally thank you for the time you gave and the information you provided to Robert Bragg, David Burkett, and Michael Whester, students in my Software Engineering class. Your assistance on their project, PCA Agrifax System Analysis, was extremely valuable to them and to their project.

This kind of cooperation permits us to give to our students the types of projects which enhance the education they receive. If you have any suggestions or comments based on your experience with our students, or would like to suggest a project that our students might undertake, please feel free to contact me.

Yours truly,

Dr. Wayne M. Zage

WMZ:le

SAMPLE LETTER OF THANKS

December 3, 2008
Mr. Randy Gorski 

Eastern Indiana Production Credit Association 

1400 East McGalliard Road 

Muncie, Indiana 47303

Dear Mr. Gorski:

I enjoyed meeting with you on September 8, 2008 to discuss the Agrifax System.  The information that you provided and our discussion were very beneficial to my group and me in our analysis of the Agrifax System.

I appreciate your time and patience very much. Thank you.

Sincerely yours,

Robert Bragg
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