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Status Meeting Agenda 
Meeting #1: February 14, 2018 at Parona Beach Hotel at 2:00 p.m.
Project: Building a gymnastic center
First Meeting
	Agenda Item
	Facilitator 
	Length of Discussion

	Size of gym facility
	Project Manager
	20 minutes

	Location of gym facility
	Project Manager
	10 minutes

	Length of project
	Project Manager 
	20 minutes 

	Materials and labor needed
	Project Manager
	30 minutes 



	Action Items
	Who is Responsible?
	Finish Date

	Create layout for the gym facility
	Rolls Weyr
	February 15, 2018

	Create Gantt Chart
	Lucas Sand
	February 15, 2018

	Order materials
	Peninah Johnes
	February 16, 2018

	Form project team 
	Isaac Lewis
	February 16, 2018










Second Meeting 
March 1, 2018 at project, site 11:00 a.m.
	Agenda Item 
	Facilitator 
	Length of Discussion

	Progress of the gym facility to date
	Project Manager
	20 minutes

	Do we have enough material?
	Project Manager
	20 minutes

	Customer’s satisfaction so far
	Project Manager
	20 minutes

	How much longer do we have left with the project?
	Project Manager
	20 minutes



	Action Items
	Who is Responsible?
	Finish Date

	Progress Report of Project
	Roys Weyr
	March 2, 2018

	Order more materials
	Lucas Sand
	March 2, 2018

	Customer Evaluation
	Peninah Johnes
	March 2, 2018

	Updated Project Timeline
	Isaac Lewis
	March 2, 2018










Issue Tracking Worksheet
	Issue
	Rating of Importance
	Person Responsible
	Notes
	Resolution Date

	Not enough materials
	6
	Lucas Sand
	Project is delayed
	February 20, 2018

	Layout of the gym facility calculated wrong
	9
	Roys Weyr
	The Spa is two feet short on each side
	February 19, 2018

	Not enough personnel 
	7
	Peninah Johnes
	Lack of people results in employees having to work overtime
	February 17, 2018

	Project timeline is wrong
	5
	Isaac Lewis 
	Not enough personnel and materials causes setback
	February 21, 2018



Status Report Form
	Name
	Brief Scope
	CPI
	SPI
	Project Manager
	Key Issue
	Key Risk
	Recent Accomplishments
	Upcoming Accomplishments

	Layout
	Will create layout
	1.4
	1.4
	Roys Weyr
	N/A
	Calculation could be off
	Created Layout
	Location could be found

	Location
	Will find location
	1.4
	1.4
	Roys Weyr
	N/A
	Location wont work
	Location works
	Order materials

	Materials
	Will order materials
	1.4
	1.4
	Peninah Johnes
	N/A
	May not have enough
	Right number of materials ordered
	Build team

	Team
	Will assemble the personnel 
	1.4
	1.4
	Isaac Lewis
	N/A
	May not have enough people
	Built team
	Gantt Chart

	Gantt Chart
	Will create project timeline
	1.4
	1.4
	Lucas Sand
	N/A
	Might be off
	Gantt chart completed
	Project Completion 
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