MEETING AGENDA


Indicator Field: AO-Action Open

	1. project Identification

	
	

	Client Name
	John Ca$h
	
	
	
	
	

	
	

	Project Title
	Group Project
	
	Phase / Delivery
	
	Week 4
	

	
	
	

	2. AGENDA DETAILS

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

Time (hh.mm - hh.mm)
	2006-02-07
	

	
	
	
	
	
	9 :30 – 10 :20
	

	Place
	
	Room 3114
	
	Prepared by:
	Michael Lovely
	

	
	Participants
	
	Participants
	
	
	

	
	 David
	
	Andrew
	
	 
	

	
	  Ray
	
	 Brian
	
	
	

	
	 Steve
	
	 Mike
	
	
	

	
	
	
	
	
	
	

	
	

	
	MEETING OBJECTIVES:  
	

	
	 Provide weekly update to the PM and bring any new items to the team.
	

	
	
	

	
	 
	

	Agenda:
	

	Item #


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

	1
	AO
	Approve minutes for last week
	
	Team

	2
	AO
	Team member update
	
	Team

	3
	AO
	Risk analysis 
	2006-Feb-7
	David

	4
	AO
	A draft copy of conflict resolution policy
	2006-Feb-7
	David

	5
	AO
	Identify nine major sections of project management - Outline
	2006-Feb-7
	Brian

	6
	AO
	WBS
	2006-Feb-7
	Steven

	7
	AO
	Build a logo
	2006-Feb-7
	Ray

	8
	AO
	Brochure samples
	2006-Feb-7
	Ray

	9
	AO
	Team Name
	2006-Feb-7
	Ray

	10
	AO
	Gantt Chart of project schedule
	2006-Feb-7
	Steven

	
	
	
	
	


Indicator Field: D–Decision, AO-Action Open, AC- Action Closed, C-Comment
	1. project Identification

	
	

	Client Name
	John Ca$h
	
	
	
	
	

	
	

	Project Title
	Group Project
	
	Phase / Delivery
	
	Week 4
	

	
	
	

	2. Meeting DETAILS

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

Time (hh.mm - hh.mm)
	2006-02-07
	

	
	
	
	
	
	9 :45 – 10 :20
	

	Place
	
	Room 3114
	
	Prepared by:
	Michael Lovely
	

	
	Participants
	
	Participants
	
	Absentee(s)
	

	
	David
	
	Ray
	
	none
	

	
	Brian
	
	Steve
	
	
	

	
	Mike
	
	Andrew
	
	
	

	
	
	
	
	
	
	

	
	

	3. Minute Notes
	

	Item #


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

	1.
	D
	Approve min for last week
	
	Team

	2.
	AO
	Risk analysis- need review and update and input
	2006-Feb-14
	David

	3.
	AC
	Conflict resolution policy
	2006-Feb-7
	Team

	4.
	AO
	Nine major sections of project management to be shared with group
	2006-Feb-7
	Brian

	5.
	AC
	WBS
	2006-Feb-7
	Steve

	6.
	AC
	Logo
	2006-Feb-7
	Ray

	7.
	AC
	Brochure samples
	2006-feb-7
	Ray

	8.
	AO
	Brochure review
	2006-Feb-14
	Team

	9.
	AC
	Team name
	2006-Feb-7
	Ray

	10.
	D
	To use CM INC as name on appropriate documents 
	2006-Feb-7
	Team

	11.
	AO
	Gant chant to be emailed to everyone
	2006-Feb-9
	Steve

	12.
	C
	Need to know ahead of time when deliverables are due
	2006-Feb-7
	David, Brian

	13.
	AO
	Responsibility matrix 
	2006-Feb-14
	Steve

	14.
	AO
	Need to identify features that go into screens
	2006-Feb-14
	David, Andrew

	15.
	AO
	Slogan
	2006-Feb-10
	Ray, Brian

	16.
	AO
	Graphic for brochure
	2006-Feb-13
	Ray, Brian

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Indicator Field: AC- Action Closed
	1. Action Completed Items   Code AC

	Item #


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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Indicator Field: D–Decision

	1. Decision Items   Code D

	Item #


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

	1.
	D
	Decided on the conflict resolution plan as OK
	
	David

	2.
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