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03/18/2024 Meeting Minutes		5:00 PM – 7:00 PM
** THIS MEETING WAS CANCELLED AND SUBSTITUED VIA CHAT LOGS. VIEW AT END OF DOCUMENT **
Attendees:
Molly Atkinson, Dorothy McChesney, Danielle Robinson
Outline of Meeting
Preview upcoming work 
Discussed completed work and shared what was completed
Project Scope
Mission Statement			
	Assigned to: Dorothy
	Due: 3/6 11:59 PM
Project Goals					
	Assigned to: Danielle
	Requires: Mission Statement
	Due: 3/11 11:59 PM
Objective Statements				
	Assigned to: Molly
	Requires: Project Goals
	Due: 3/12 11:59 PM
--------------------------------
Schedule Overview				
Detailed Schedule as an Appendix Item
Assigned to: Danielle
Due: 3/15 11:59 PM
Budget Overview				
Detailed Budget as an Appendix Item
Assigned to: Molly
Requires: Schedule
Due: 3/18 11:59 PM
Details and Assumptions			
	Assigned to: Dot
	Due: 3/15 11:59 PM
--------------------------------
Contract Components				
Invoicing
Assigned to: Danielle
Due: 3/22 11:59	PM
WBS as an Appendix Item			
	Assigned to: Dot
	Due: 3/22 11:59 PM
Creative Brief as an Appendix Item	
	Assigned to: Team/copy paste
	Due: 3/4 7:00 PM

Client Documents
Approval Form					
	Blank & Completed
	Assigned to: Molly
	Due: 3/8 11:59 PM
Change Order Form 				
	Blank & Completed
Assigned to: Dot
	Due: 3/11 11:59 PM

Management Documents 
	Blank and Filled Out Budgeting
	Assigned to: Molly
	Requires: Budget Overview
	Due: 3/19 11:59 PM

Web Server
Upload new documents to web server
	Assigned to: Dorothy
	Due: 3/26 11:59 PM
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000
© @ I'm traveling to my aunts in lllinois today, did we decide no meeting [
tonight? Where are we on the scope? Is there anything | can help

@ with?
12:16 PM
I'm all set with the budget, all | need are the contract components
off memory
Danielle Robinson 12:47 PM

@ Molly, could | get the budget so | can complete the invoice? I'll send
(J
you the Google sheet afterwards

12:49 PM
Here it is!
)@ go_social_RBD_budget.xlsx
Last read
Danielle Robinson 12:49 PM
@ Awesome thank you!
(J
| am going to put down the bold letters with the information. Just
letting you know
Danielle Robinson 1:17 PM
https://docs.google.com/spreadsheets/d/1EhjMgbzvoP5mvi1C86SGIf
nl6MiD9f4bhd5X-2uHx5G0/edit?usp=sharina okav heres an undate
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So no meeting today?

Type a message

v @2 OGBS R OGOBE -





image3.png
.’ Microsoft Teams (work or school)

Edit View Window Help

Q

Activity

Apps

——

=

8 ® &%

@ 8 0 By ® Q B

Q_ Search

@ Go Social Web Design / Chat

Files +1

4:34 PM

So no meeting today?

Danielle Robinson 4:35 PM

| guess so
@

But we've been golden with communication so it's not gonna hurt us
é&
Dorothy McChesney 4:35 PM

Do you think we need one?

Is everything on track to have the score finished on time? If so |
don't think we need to, just make up the documents like last time

But | guess with spring break do we need those?

Danielle Robinson 4:38 PM

@ I'm not sure. | have the invoice done. It just needs to be looked over
by you guys to make sure | included everything.

| took inspiration from iCode

4:42 PM

I'm going to get the douments just in case, just need your times for
the time log

Type a message
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ez @ Do you think we need one?
Teams o
i @ Is everything on track to have the score finished on time? If so |
e don't think we need to, just make up the documents like last time
¢ ,J‘i,lf s Assignme
& % . .
But | guess with spring break do we need those?
Danielle Robinson 4:38 PM
% @ I'm not sure. | have the invoice done. It just needs to be looked over
(J q .
Calls by you guys to make sure | included everything.
(@) | took inspiration from iCode
OneDrive
4:42 PM
I'm going to get the douments just in case, just need your times for
the time log
Dorothy McChesney 4:43 PM
% I'll have to send mine when | get home, | have it written down
4:43 PM
Okay perfect
Danielle Robinson 4:44 PM
@ The 3 hours for the invoice from making it and then getting the data
J into it
Just to be safe otherwise it's a good hour
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