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MEMORANDUM

To:	Ash S, Harry H, Ricky J, Steff L, Paul W
		
CC:	Paul J, Caroline B
[bookmark: _GoBack]
From:	Ricky Jenkins

Date:	01/03/2018

Re:	Williams Web Design & Hosting company Meeting

The agenda is as follows:

1. Project overview and evaluation of scenario
2. Ensure all users are track.
3. Second meeting Refection 
4. Project Timescale to ensure everyone is competing documents within the project plan dates.
5. Chair for next meeting
6. Date/Time of next meeting
7. Team members Health and Safety 
8. AOB
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