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02/19/24 Meeting Minutes		5:30 PM – 7:30 PM
*This meeting doubled up the work of weeks 2/12 – 2/16 and 2/19 – 2/23 due to overlap.
Attendees:
Molly Atkinson, Danielle Robinson, Dorothy McChesney

Outline of Meeting
1. Team Needs
Services: Website Design, Website Development, Graphic Design, Social Media Management, SEO
Note Taker: Molly
2. Attendance for Tuesday Class Meetings
Discuss common attendance times on Tuesdays
Dot: Busy
Danielle: 5:30
Molly: 5:30
Attendee: To be determined (may change dependent on fluctuating schedules)
3. Review of Disciplinary Action TOA
TOA needs re-submitted during meeting
4. Website Development
Decided Website Template
Assigned tasks for Website Creation and Content Delivery
Creation, Maintenance, and Updating of Company Website (Assigned to: Dorothy)
Placeholder page for Client Area
Content for Employee Area:
Company Letterhead (Assigned to: Molly)
Team Meeting Agenda (Assigned to: Molly)
Team Meeting Minutes (Assigned to: Molly)
Team's TOA (Assigned to: Whole team)
 Company Letterhead Creation (Assigned to: Molly)
	
5. Review and Submission
Peer Reviews
Website assessment
Email CEO results of discussion
6. Client Discussion
Focus on small town farmers roundup and farmer’s market
Highlighting different small businesses at the farmer’s market
7. Administrative Tasks
Meeting Agenda (Assigned to: Molly)
Meeting Minutes (Assigned to: Molly)
Schedules (Assigned to: Molly)
Accountability Log / Time Sheets (Assigned to: Molly)
9. Future Assignments
Client Survey Blank (Assigned to: Danielle)
Client Survey Form Completion (Assigned to: Danielle)
Audience Analysis Report (Assigned to: Danielle)
Competitive Analysis Report (Assigned to: Danielle)
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