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Meeting Notes

	Committee:  Williams Web Design Hosting company Meeting

	
Chair: Steff
	
Date of meeting: 30/01/2018

	Present: Steff L, Ricky J, Harry H, Ash S, Paul W

	Apologies/Not present:  Paul J

	Minutes of
Last meeting:

	Y

Accepted
	Minutes sent to:  Steff L, Ricky J, Ash S, Harry H, Paul J, Paul W

	
	Y

Revised

	
Copies to: Paul J



	First meeting for the project management coursework

















	
	
Agenda Item
	
Decision
	
Action by
	
Target Date

	
1
	
Project overview with dates / work

	
After speaking with the members of the team, the group has decided all the work given out within the meeting fits everyone’s skills and mindsets.
	Steff L.
	30/01/2018

	
2
	
Defining the project task
	
After speaking with everyone, we have all decided that everyone’s roles will be as follows; 
Ricky – Project Plan, 
Paul – Risk Assessment, Benefits 
Steff – Cost 
Harrys – PowerPoint, Version Control / Project Construction
Ash – PID

	All
	30/01/2018

	
3
	
Task Allocation
	
We have requested all members to send their work off at the correct times and dates to ensure no issues or problems within the allocated tasks.

	
All
	
16/02/2018

	
4
	
Quality control issues
	
While speaking with the group, it has been deemed important to ensure quality control is maintained and therefore Harry and others will ensure the standards are up to scratch.
	

Harry
	

16/02/2018

	
5
	
Define timescales
	
Each team member is to keep track and make updates on their work for quality control to ensure requirements are met within the requested times.
	
All
	
30/01/2018

	
6
	
Define project plan
	
The recorder(Ricky) Will wait for everyone’s information on tasks and times before completion of the project plan.
	
Ricky
	
02/02/2018

	
7
	
Chair member for next meeting

	
We have all agreed that the next chairperson will be Ash
	
All
	
16/02/2018

	
8
	
Date and Time of next meeting
	
All the members have agreed that the next meeting will be held at 16/02/2018 using discord as our head of communication.
(Discord is a free service that allows user to create calls, cams and allow users to share their screen and documents live.)
	
All
	
16/02/2018

	9
	File naming and paths
	We have all agreed on using standardisation for file naming, this is done using the following syntax;
(NameOfFile_MemberName_V-1.Doc)
(NameOfFile_MemberName_V-2.1.Doc)
	
	

	
10
	
Health and safety
	
Discussing with the team we have all deemed it is important to ensure everyone’s safety while doing the Project, this includes taking breaks to relieve eye strain and back issues. We also take into consideration members sanity and stress to ensure the right amount of workload.
	Ricky, Steff
	
30/01/2018

	
11
	
AOB
	
The member Paul commented that he will not be present for the meeting on the 16/02/2018
	Paul
	
16/02/2018
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