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To:	Ashleigh Steel, Harry Hierons, Paul Weaver, Ricky Jenkins, Steffan Lewis
		
CC:	Paul John

From:	Steffan Lewis

[bookmark: _GoBack]Date:	29/01/2018

Re:	Project Team Meeting - 

The agenda is as follows:

1. Project overview and evaluation of scenario
2. Defining the project tasks
3. Task allocation
4. Quality control issues
5. Define timescales
6. Define project plan
7. Chair for next meeting
8. Date/Time of next meeting
9. Team members Health and Safety 
10. AOB
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