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Team Meeting Minutes
Tatiana Monaco | Nichola Williams | Logan Riedel

Zoom Meeting Information
· Date: 02/25
· Start Time: 7:00pm
· End Time: 7:53pm
· Attendees:
· Tatiana Monaco, Project Manager
· Nichola Williams, Quality Assurance
· Logan Riedel, Creative Lead
· All, Technical Lead & Web Production Specialist
· Discussion:
· Assign tasks of Project Plan
· Decide on when each section will be completed first
· Decide on when each section will be due (date, time, and to which person it will be due to)
· Keep track of time spent working on project and send information to Project Manager
· Reminders to complete reflection statement and peer reviews
· Read Chapter 9 in textbook
· Review “Phase 1 Step 3 Client Project Planning Phase Overview”
· Review “LP3 Phase 1 Step 3” PowerPoint
· Discuss next meeting
· Our next meeting will be 02/28

TASKS TO BE COMPLETED:
· CLIENT WORK: Project Plan: Due -----date---by 11:59pm
· Name ------, Creative Lead
· Mission Statement
· Goals
· Objectives
· Due to ---name--date
· Detailed Budget (work outline)
· Due to –name—date---
· Name-----, Quality Assurance
· WBS (work outline)
· WBS (objectives and tasks)
· Due to –name ---date---
· Client Approval Form
· Due to Tatiana on—date---
· name, Technical Lead & Web Production Specialist
· Detailed Schedule (work outline)
· Detailed Schedule (objectives and tasks)
· Due to---name---date----
· name, Project Manager
· Schedule Overview
· Budget Overview
· Details and Assumptions
· Contract
· Due to group by –date---
· Detailed Budget (objectives and tasks)
· Due to group by –date-----
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