MEETING MINUTES


	1. project Identification

	
	

	Client Name
	John Ca$h
	
	
	
	
	

	
	

	Project Title
	Group Project
	
	Phase / Delivery
	
	Week 3
	

	
	
	


	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
	
	
	

	
	
	
	
	
	
	

	
	

	
	MEETING OBJECTIVES:  
	

	
	 To move the project along.  Progress and assign roles for people.
	

	
	
	

	
	AGENDA:
 
	

	
	Risk analysis (David)

A draft copy of conflict analysis (David)

Action Item Log (Andrew)
	

	
	Study PMB (Brian/Steve)

Review PMB and check weekly status report (Ray)

Minutes (Mike)

Results of the user meeting

User requirements document

Project plan draft.
Discuss Rays brochure
	
	

	
	Discuss scope of project in more detail
	


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


	3. Notes
	

	Item #


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

	
	
	Next Meeting Date –  January 24th, 2006
	
	

	
	
	MEETING ACTIVITIES:
	
	

	1
	D
	· Discussed User requirements document

· First version screens (VB)

· Identify nine major sections of project management

· Discussed overall look and what is to be done with it

· Use Microsoft standards

· Presentation 30  min
	2006-Feb-7
	Group

	2
	D
	· Progress on current items – discussed

· WBS done tomorrow

· Action plan – tomorrow

· Work on responsibility matrix –little later

· Discussed action item with Andrew (everything is fine

· Post Action item log on the internet


	2006-Feb-7
	Group

	3
	D
	· Unresolved items log –What is it?

· The logo needs to be resolved

· Webcite (minutes needs to be fixed)


	2006-Feb-7
	Group

	     4
	A
	· David is doing risk analysis

· David Produced Conflict Resolution (It is been official and that it is good)
	2006-Feb-7
	David

	     5
	A
	· Brian has created an outline for our PMB (he is going to email Steve, the outline)


	2006-Feb-7
	Brian

	6
	D
	· Discussed how long ray is going to have a few sample of the brochure for tomorrow


	2006-Feb-7
	Group

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	


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

	Item #


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

	1
	A
	1. risk analysis draft

2. 
	2006-Jan-31
	David

	2
	A
	3.  Produced Conflict  Document


	2006-Jan-31
	David

	3
	A
	4.  created an outline for our PMB (he is going to email Steve, the outline)


	2006-Jan-31
	Brian

	4
	C
	5. Discussed how long ray is going to have a few sample of the brochure for tomorrow


	2006-Jan-31
	Team

	5
	A
	6. Discussed logo (where, what, ect.) we are going to have a logo by the end of the week.


	2006-Jan-31
	Team

	6
	D
	7. Discussed ideas for team name (Code monkeys) and everyone agreed.


	2006-Jan-27
	Team

	7
	R
	8. Get the screen team together to discuss some ideas.


	
	Team

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


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

	Item #


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

	1
	A
	Handed out version one of conflict resolution draft
	2006-Jan-7
	David

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
	
	

	
	
	· 
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