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03/04/2024 Meeting Minutes		5:30 PM – 7:30 PM
Attendees:
Molly Atkinson, Dorothy McChesney, Danielle Robinson
Outline of Meeting
Address team needs				
Turn in previous week’s work
	Peer Review					
	Creative Brief				
Preview upcoming work 
Discussed work and divided evenly, assigned internal due dates (see below)
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
	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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