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	Week 1
	JUNE 1st, 2020 



	Planning:




To organise a virtual meeting among all the group members to discuss on common objectives and deadline to fulfil the objectives at hand. From my standpoint, I shall present all the probable objectives relevant to the conference on impact of COVID-19 on Global tourism & Hotel industries with Trinity Saint David, Carmarthen and Trinity Saint David, Bridgend. I shall present my idea on probable objectives in relation to impact of COVID-19 on marketing facet of Global tourism.      




	Organising:



The meeting was held on 1st of June via What’s app conference call in between the members of all the sub-groups of our group. (i.e. management, marketing and IT/technical support). The meeting was attended by:
1. Abdus Sattar(Technical support/IT)
2. Shams. (Technical Support/IT)
3. Abdul Metin (Marketing)
4. Faruki. (Marketing)
5. Mohammad Abdul Khalique. (Management)

Meeting Agenda:

1. Outlining the challenges in all three section of the upcoming conference.
2. Setting a deadline to mitigate the challenges.
3. Setting a deadline for preparing power point slides for the upcoming conference.
4. Setting a deadline to complete the background research work for the conference.
5. Discussion on the theme of our presentation in the conference and making a decision on it. 
6. Discussion on the logo of our team and deciding what it is going to be.




Resolution from the first group meeting: 

1. We have divided the team into three different sub-groups, distributing two team members in marketing, two of us in IT & Technical support and one in management.
2. We have decided each sub team shall keep a track record of their progress towards the objective of each sub-group and reporting in every weekly team conference. 
3. Deadline agreed upon was 29th June for all the tasks and preparation except rehearsal and preparation for the Q&A part of the conference which is to be held on 6th July.\
4. We shall campaign about our event in different sorts of social media in the last week rigorously.
5. We have decided that IT/technical support team shall be responsible for submitting logo and theme for the presentation. As a member of IT team, the whole group agreed and we two consented that we shall deliver the logo and a theme for the power point presentation. We also agreed that we shall shortlist few pictures for our power point presentation. The deadline agreed upon was 29th June, 2020.
6. Our IT team has also agreed that we shall provide a report on cost of social media market boosting. 
7. Marketing team was tasked with providing marketing content of the conference, research on the impact of COVID-19 on the marketing.
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	Week 2
	JUNE 8th, 2020 



	Planning:

We had a follow up what’s app conference among all the team members. Every team has provided a progress report of last week discussing what they did and how they are going to meet the assigned deadline. We shared ideas and passed suggestion intra group. We, the IT/technical support team proposed the preliminary idea of the logo and the theme colour of the power point presentation. We proposed that power point presentation should have theme colour of blue. We also showed different shades of blue and took the other team members’ vote on it. Finally, we decided on a shade of colour blue. We also shared our preliminary findings of the cost of social media boosting for the page of the conference. The team, as a whole had a very encouraging and inspiring session.
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	Week 3
	JUNE 15th, 2020 



	We have showed the adobe illustrator file for the logo and few content pictures we plan to use in the PowerPoint presentation. On top of that, our IT team has also submitted an evaluative report on pros and cons of using different social media platforms. The Team, as a whole decided that a decision will be made on next tele-conference in relation to which social media platform shall be used in campaigning the upcoming event. We also had a debate on which tele-conference application (i.e. what’s app, Microsoft teams, zoom) we are going to use in our original tele-conference scheduled to be held on 6th July, 2020. We have also fixed a deadline, which is 22nd June, 2020 to submit social media content basing on the idea and research undertaken by marketing team. 
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	Week 4
	22nd JUNE, 2020 



	We, IT support team shared a pool of pictures for PowerPoint  and also released the campaign pages in Facebook, Twitter and LinkedIn. We have also decided on few pictures and content produced by our IT/technical support team basing on the idea and research submitted by marketing team last week. We have also decided on how much we are going to spend on social media marketing of the event.  
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	Week 5
	29th JUNE, 2020 



	We, the IT/technical support team has produced the PowerPoint presentation compiling the ideas and research content provided by other two teams and our team as well. Finally, we rehearsed how we are going to present and how we are going to deliver our speech. We have given feedback to each other’s delivery on the matter and prepared few probable questions which may arise in the conference. We practiced answering them as well. Finally, we have started promoting our event from our personal social media profiles since we felt that creating and promoting a new page may not be very feasible.  
At the end of the discussion this week, we decided that we shall practise more and more on our own to sharpen the delivery on the day of the conference. 
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