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Meeting  Notes



Week�
5 - Monday
��Dates�Starting
: 22
/03/1999 Took place: 2
2
/03/1999��Times�Start: 
11
:00
am
 End: 
11
:
3
0
am
  (
1/2
 hr
)
��Where�
Tech 2.34 Griffith University
��Author(s)�Darryl Lyons��Next week’s author�n/a��Team members present�Megan Allen�
(
����Damian Joy�
(
����Darryl Lyons�(����Kirrilly Shipley,�
(
����Joss Stehbens�
(
����Jan Vig�(���Agenda�
What skills Megan has at web design.


Look at any other documents 
which
 
need to be addressed
�
�

Topic�Action��
Asked Megan if she felt comfortable doing the 
interface and g
eneral graphic design for t
he project
.
 Megan said she hasn
’
t had much experience doing web design. Given the situation however she is more than willi
ng to learn.


�
Darryl to provide a list of resources and 
books to help Megan learn.
��
T
eam looked at other documents that needed doing. 
Development Log, Change Control and Status Reports needed to the developed further.
 Concept brief also needed to
 
be
 
in draft form.


�
Kirrilly to start Change Control form and procedures. Megan to start Status Report templat
e.


Damian and Joss to start Concept Brief.


��
Jan brought important communication aspect of project.
 He said that all members should rev
iew documents on the team web site and if they have any additions or suggestions then sh
ou
ld email Darryl with the corrections.



�
Team members to review documents online and email suggestions to Darryl. 
��
B
rought up Hol
idays.
 
Should the team 
work during 
the
 
Holdidays?




�
No work is to 
take place on holidays unless in the individual team member
’
s own time.



��
N
eed for another meeting came up. 
Team feels we need more information from the client, especially about the scope of informa
tion within the catalogue.
 
(
 
Friday 9am.
�
J
an 
to prepare a list of question
s
 he 
feels need answering by the client.



��
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