ACTION MINUTES.

1. INITIAL MEETING OF TEAM <team name> HELD ON 28/01/2013 IN Teeside University GO.31.
2. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie and Ryan Brewer
3. APOLOGIES FOR ABSENCE N/A
4. ABSENT (Without apologies) Adrian Lastovicka
5. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Discussed people’s strongest points. Decided who would be better for what job eg: designing website and paperwork.

	All
	03/02/2014
	03/02/2014

	Decided upon making an app and a website (time constrains considered)

	All
	29/04/2014
	29/04/2014

	Decided upon Kay to begin with the documentation eg Minutes and moodboard and story board would be decided upon as a group.

	All
	N/A
	N/A

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:

	03/02/2014
	GO.31
	12PM – 1PM


ACTION MINUTES.

6. MEETING OF TEAM AWESOME HELD ON 03/02/2014, 12 – 1PM IN Coffee Shop
7. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie, Adrian Lastovicka
8. APOLOGIES FOR ABSENCE Ryan Brewer
9. ABSENT (Without apologies) N/A
10. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Decided on starting moodboard and working on logo for initial designs. 

	Alex
	17/02/14
	14/02/14

	Decided on some possible colours and research will be taking place.

	All
	17/02/14
	14/02/14

	Structure of website was talked about and pages were decided.

	All
	N/A
	N/A

	Decided on a main look and feel for the website that the team was happy with. 

	All.
	N/A
	N/A

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	24/02/2014


ACTION MINUTES.

11. MEETING OF TEAM Team Awesome HELD ON 24/02/2014 IN The Space.
12. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie, Adrian Lastovicka
13. APOLOGIES FOR ABSENCE Ryan Brewer
14. ABSENT (Without apologies) N/A
15. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Plans were to be made for the design of the app

	Adrian
	29/04/14
	29/04/14

	Documentation will be discussed as a group.

	All
	10/03/14
	10/03/14

	Wireframe for desktop site to be done on computer as wireframe. 

	Steve
	03/03/14
	N/A (Decided to copy existing wireframes as scanned in)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	10/03/14


ACTION MINUTES.

16. MEETING OF TEAM AWESOME HELD ON 10th March
17. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie
18. APOLOGIES FOR ABSENCE N/A
19. ABSENT (Without apologies) Ryan Brewer, Adrian Lastovicka
20. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Quality plan to be completed

	Steve Walker
	14th March
	12th March

	Content Analysis to be started and completed

	Alex Opie
	14th March
	13th March

	Statement of purpose to be completed 

	Adrian
	13th March
	18th March

	Market Analysis to be complete

	Ryan Brewer
	14th March
	13th March

	Navigation chart update

	Ryan Brewer
	14th March
	11th March

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	17th March


ACTION MINUTES.

21. MEETING OF TEAM AWESOME HELD ON 17th March
22. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie, Ryan Brewer, Adrian Lastovicka
23. APOLOGIES FOR ABSENCE N/A
24. ABSENT (Without apologies) N/A
25. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Client feedback was received and was to be worked on

	All
	22/04/14
	29/04/14

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	24th March


ACTION MINUTES.

26. MEETING OF TEAM AWESOME HELD ON 24th March
27. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie, Ryan Brewer
28. APOLOGIES FOR ABSENCE N/A
29. ABSENT (Without apologies)  Adrian Lastovicka
30. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Steve was to complete most of website during break
	Steve Walker
	22/04/14
	22/04/14

	Steve to make a backup app in case of team member failure


	Steve Walker
	22/04/14
	22/04/14

	Organise minutes and put into one document.

	Kay Elloway
	22/04/14
	28/04/14

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	22nd April


ACTION MINUTES.

31. MEETING OF TEAM AWESOME HELD ON 22nd April
32. TEAM MEMBERS PRESENT Kay Elloway, Steve Walker, Alex Opie, Ryan Brewer
33. APOLOGIES FOR ABSENCE Adrian Lastovicka
34. ABSENT (Without apologies)  N/A
35. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Content needs to be put in for actual event
	Steve Walker
	28/04/14
	29/04/14

	Keeping the group up to date with tasks


	All
	N/A
	N/A

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	29th April


ACTION MINUTES.

36. MEETING OF TEAM AWESOME HELD ON 29th April
37. TEAM MEMBERS PRESENT Steve Walker, Alex Opie, Ryan Brewer, Adrian Lastovicka
38. APOLOGIES FOR ABSENCE Kay Elloway
39. ABSENT (Without apologies)  N/A
40. ACTIONS

	What was decided
	Who is responsible for action
	When is action to be completed
	Actual

completion

time/date

	Website to be cleaned up ready for hand-in

	Steve
	29/04/14
	29/04/14

	Documentation to be finished and finalised ready for hand-in

	Alex
	29/04/14
	29/04/14

	App to be finalised ready for hand-in


	Adrian
	29/04/14
	29/04/14

	Images to be cleaned up for better quality


	Ryan
	29/04/14
	29/04/14

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date/Time of next meeting:


	
	
	N/A (Final meeting held)


