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	First meeting for the project management coursework

















	
	
Agenda Item
	
Decision
	
Action by
	
Target Date

	
1
	
Project overview with dates / work

	While within the meeting, all members present spoke about their progress and how their work is going and if it will be on time.
	All.
	30/03/2018

	
2
	
Ensuring all are close or finished their tasks
	
Harry brought up to ensure everyone was close or finished their tasks. If completed tasks please get it verified to ensure document quality is controlled and after that please contact harry.

	Harry
	30/03/2018

	3
	PID
	Ash brought up that is it very important for everyone to be finalizing their work as Ash will need a certain timeframe to complete the PID. Ash asked for everyone to email their work that’s verified within 48 hours of this meeting.
	Ash
	30/03/2018

	4
	Final due dates
	Everyone discussed and agreed to ensure all tasks and quality control is complete before the next meeting, except PID / PowerPoint.
	All
	13/04/2018

	5
	Power Point
	Harry requested for everyone to make a small personal Power Point Via the template that was provided. This will ensure everyone’s follow the same analysis format. 
	Harry
	13/04/2018

	
6
	Fourth Meeting reflection
	Everyone wanted to know where everyone is at with their tasks and finalizing their documents. This was to ensure no one was falling behind as stated in the last meeting.
	All
	30/03/2018

	
7
	
Project Timescale.
	Ricky brought to ensure everyone is on time with their tasks and also discussed getting more time to help each other to insure we all finish on are given deadlines
	Ricky
	30/03/2018

	8
	Project Justification
	In this meeting Ricky and Steffan brought up that we nee to make a Project justification document and Ricky volunteered to do this as Ricky as more time on his hands than other members at the moment.
	Ricky & Steffan
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9
	Apologies/Not present
	Ash Spoke about the important of the next two meetings, making sure we are all in, to discussed are final versions of are tasks and making sure we can all present it efficiently when it comes to completion
  
	Ash
	30/03/2018

	10
	Chair member for next meeting

	We have all agreed that the next chairperson will be Paul W
	All
	30/03/2018

	11
	Date and Time of next meeting
	All the members have agreed that the next meeting will be held at 30/03/18 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
	30/03/2018

	12
	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.
	All
	30/03/2018

	13
	AOB
	All members have communicated to ensure we all attend the next data, and made to message all by email soon as if attending next meeting isn’t possible
	All
	30/03/2018
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