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Project Control 
Status Meeting Agenda 
Meeting #1: December 15, 2018 at Best Choice Restaurant at 2.pm.
Project: Installing RFID Based Access Control
Meeting #1
	Agenda Item
	Facilitator 
	Length of Discussion

	Type of RFID devices to be installed. 
	Project Manager
	20 minutes

	Location of RFID Devices
	Project Manager
	25 minutes

	Length of project
	Project Manager 
	30 minutes 

	Materials and People needed
	Project Manager
	35 minutes 





	Action Items
	Who is Responsible?
	Finish Date

	Create layout for Installation of the RFID based access control
	Aiyana Martin
	December 12, 2018

	Create Gantt Chart
	Smith Rodriguez 
	December 12, 2018

	Order required materials
	Maria Garcia
	December 12, 2018

	Form project team 
	Michael Robert 
	December 12, 2018




Meeting #2
January 15, 2019 at Best Choice Restaurant 10:00 a.m.
	Agenda Item 
	Facilitator 
	Length of Discussion

	Progress of project to date
	Project Manager
	15 minutes

	Were the materials bought enough?
	Project Manager
	25 minutes

	How important is this project to the organization?
	Project Manager
	30 minutes

	How much more time do we need for the project to be completed?
	Project Manager
	25minutes





	Action Items
	Who is Responsible?
	Finish Date

	Progress Report of Project
	Aiyana Martin
	January 6, 2019

	Order more materials
	Maria Garcia
	January 6, 2019

	Project Evaluation
	Smith Rodriguez
	January 6, 2019

	Updated Project Timeline
	Michael Robert
	January 6, 2019


[bookmark: _GoBack]
Issue Tracking Worksheet
	Issue
	Rating of Importance
	Person Responsible
	Notes
	Resolution Date

	Not enough materials
	5
	Smith Rodriguez
	Project needs more time
	February 2, 2019

	Layout of the project was incorrectly calculated
	8
	Aiyana Martin
	There signal collision thus data loss.
	February 3, 2019

	Insufficient team members
	9
	Michael Robert
	Insufficient team member results to procrastination of the project. 
	February 5, 2019

	Project timeline was wrongly scheduled. 
	9
	Michael Robert
	Insufficient team members and wrong scheduling results into project drawbacks. 
	February 2, 2019



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

	Layout
	layout to be created
	1.4
	1.4
	Aiyana Martin
	N/A
	Calculation could be off
	Layout created
	Location could be found

	Location
	Location to be found
	1.4
	1.4
	Maria Garcia
	N/A
	Location won’t work
	Location works
	Order materials could be made

	Materials
	Materials to be ordered
	1.4
	1.4
	Smith Rodriguez
	N/A
	May be insufficient
	Correct number of materials ordered
	Building team

	Team
	Team members to be selected and assembled
	1.4
	1.4
	Michael Robert
	N/A
	Team members may not be enough
	Team build
	Gantt Chart could be made

	Gantt Chart
	Project timeline and Schedules to be created
	1.4
	1.4
	Michael Robert
	N/A
	Might be incorrectly prepared
	Gantt chart completed
	Project Completion 



