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Meeting Notes

	Committee: Williams Web Design & Hosting Company Meeting
	
Chair: Ricky
	
Date of meeting: 02/03/18

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

	Apologies/Not present:  Paul J, Harry H

	Minutes of
Last meeting:

	X

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

	
	X

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

	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.
	02/03/18

	
2
	
Ensuring all members are happy with their project task
	
Ash brought up to ensure everyone was happy and focusing on their part of the tasks they were assigned too.

	Ash
	02/03/18

	
3
	Second Meeting reflection
	Steffan spoke to all the group to ensure that all documents was changed to the correct syntax.
	Steffan
	02/03/18

	
5
	
Project Timescale.
	Ricky brought to ensure everyone is on time with their tasks.
	Ricky
	02/03/18

	
6
	Cost & Benefits 
	Steffan sent out the first version of the Costs & benefits, this was checked by the team and spoke to Paul specifically about the benefits in the document to expand the efficiency.
  
	Steffan
	02/03/18

	7
	Chair member for next meeting

	We have all agreed that the next chairperson will be Steffan
	All
	02/03/18

	8
	Date and Time of next meeting
	All the members have agreed that the next meeting will be held at 16/03/18 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
	02/03/18

	9
	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
	02/03/18

	10
	AOB
	Paul has told us in this meeting that he is unable to attend the next meeting on the 16/03/18.
	All
	02/03/18
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