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[bookmark: _GoBack]Subject: Team Meeting 1
Project Name: Adaptive Quizzing Engine
Facilitator: Christopher McAdam
Prepared by: Rajasree Gupta
Mode: Face to face
Date: Monday 12th August 
Time: 4.00pm – 6.00pm
Attendees: Bhumit Shah, Rona Wang, Shubham Suri, Christopher McAdam
Absent: N/A	

	#
	Agenda Item
	Description/ Comments
	Decision/Action
	Who?
	Items for escalation

	1
	Group contract 
	All group members will collectively fill out the contract
	Due 19/09 at 1pm on Canvas and Bitbucket
	Bhumit will submit
	

	2
	Weekly status report 
	Due every Monday by 1pm
	Due 19/09 at 1pm on Canvas and Bitbucket
	Shubham will submit
	

	3
	Initial email to client
	Send an email to the client to introduce the group, enquire about their expectations for this project, and ask if more detailed specifications are available
	Due 13/09 at 4pm
	Rajasree
	

	4
	Mini presentation
	Powerpoint presentation to update on what was done during Week 2
	Due 19/09 at 4pm
	Rajasree
	

	5
	Meet with client
	If the client is interested, potentially organise a face to face meeting
	By 19/09
	
	

	6
	XP Summary
	Study the resources on XP and create a summary 
	Submit on Bitbucket by 18/09
	
	

	7
	What is working well? 
	All group members are aware of their roles for each week and of what tasks their role entails. We have also reached consensus on ideal times to meet and how best to communicate.
	
	
	

	8
	What has been completed?
	· Roles have been assigned
· Set up repository on Bitbucket and add every member + tutor
· Set up WIKI page of our project on Bitbucket
· Set up Slack channel and add every member + tutor
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