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Meeting Notes

	Committee: Williams Web Design & Hosting Company Meeting
	
Chair:  Harry H
	
Date of meeting: 13/04/2018

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

	Apologies/Not present:  Paul J

	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



	

























	
	
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.
	13/04/2018

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

	Ricky
	13/04/2018

	
3
	Fifth Meeting reflection
	Everyone agreed that all tasks should have been finished after the fifth meeting and that we all agree that everyone was happy with their completed tasks.
	All
	13/04/2018

	
	Personal Power Point
	Harry has spoken with all the team to display and clarify that the final PowerPoint is getting worked on from all the personal PowerPoints and tasks.
	Harry
	

	
	Power Point Dates
	Harry also wanted to ensure everyone knew that the presentation is due on the 24/05/2018, 6PM at Ward 4
	Harry
	24/05/2018

	
	PID Development
	Ash spoke to everyone to explain the process of the PID and said the document is finished and is requesting everyone to look over the document in the next 24 hours.
	Ash
	14/04/2018

	
	Task Agreement
	Paul brought attention to everyone to ensure all tasks and completed and no one is left behind. Paul also wanted to ensure that everyone’s documents were correctly validated.
	Paul
	13/04/2018

	
	Quality Control
	Harry wanted to expand on Pauls comment within the meeting, Harry wanted to also check everyone’s final documents with the files that he has to ensure he has the most up to date version of every file and best quality.
	Harry
	15/04/2018

	
	Final Submission
	Everyone has agreed to the knowledge of knowing the submission date for the all project is due on the 18/05/2018, any later will cause the following member to fail.
	All
	18/05/2018

	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
	13/04/2018

	10
	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
	13/04/2018
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