MEETING MINUTES


	1. project Identification

	
	

	Client Name
	John Ca$h
	
	
	
	
	

	
	

	Project Title
	Group Project
	
	Phase / Delivery
	
	Week 2
	

	
	
	


	2. Meeting DETAILS

	Name
	
	Weekly team meeting
	
	Date (yyyy-mmm-dd)

Time (hh.mm - hh.mm)
	2006-Jan-24
9 :30 – 10 :20
	

	Place
	
	Room 3114
	
	Prepared by:
	Michael Lovely
	

	
	Participants
	
	Participants
	
	Absentee(s)
	

	
	Andrew Deleavey
	
	Steve Cameron
	
	none
	

	
	Mike Lovely
	
	David Hudson
	
	
	

	
	Ray Maloney
	
	Brian Brown
	
	
	

	
	
	
	
	
	
	

	
	

	
	AGENDA:
 
	

	
	Issue

Resource

Minutes

Logo

Ray

10

Work Allocation

Steven 

10

Resource Allocation

Steven 

10


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	MEETING OBJECTIVES:  
	

	
	 Discuss roles and assign major roles
	

	
	
	

	
	
	


Indicator Field: D–Decision, I–Issue, A-Action, C-Comment, R-Recommendation


	3. Current  Items
	

	Item #


	Indicator 
	Descriptions
	Targeted Completion Date (yyyy-mmm-dd)
	Action Owner

	
	
	Next Meeting Date –  January 24th, 2006
	
	

	
	
	MEETING ACTIVITIES:
	
	

	1
	D
	Current duties:


Steven

· the responsibility matrix

· Weekly progress report

· WBS

· User Needs Analysis


Andrew

· Action Item Log


Mike

· Minutes

· Outstanding Items log

· Agenda


David

· Risk Analysis

· Conflict policy

· Help with the screen deliverables


Brian

· Create an outline of the PMBOK


Ray

· Prepare a draft of the brochure
	
	

	2
	C
	· Everyone is not satisfied with the roles and what is expected of them.  Expect to have it resolved in the next meeting.
	
	

	3
	I
	· Meeting ended prematurely due to lack of time.
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