Project control
Status meeting agenda
Meeting 1| June 1st, 2018 at Lux Westchester Estate, 10:00 a.m.	
Project: Tech Search Survey Software.
Meeting |1

	Agenda Item
	Facilitator
	Length of discussion

	Office allocation
	Project Manager
	10 minutes

	Source finance
	Project Manager
	20 minutes

	Interview 
	Project Manager
	30 minutes

	Training 
	Project Manager
	15 minutes

	Advertising
	Project Manager
	40 minutes

	Launching the project
	Project Manager
	1 hour



	Action Item 
	Who is responsible
	Finish date

	Design and open the office 
	Hired representatives
	June 8th, 2018

	Budget allocation
	Project Manager
	June 15th, 2018

	Hire shortlisted graduates
	
	June 22nd, 2018

	Training programs
	Representatives from Apple Market
	July 14th, 2018

	Marketing
	Trained Marketing team
	July 29th, 2018

	Open the business
	Project Manager and the teams
	September 1st, 2018






Meeting |2
September 10th 2018 at the New office at 10:00 a.m.

	Agenda Item 
	Facilitator 
	Length of Discussion

	The progress of the Software Project
	Project Manager
	30 minutes

	Do we have enough material?
	Project Manager
	20 minutes

	Customer’s satisfaction so far
	Project Manager
	15 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
	Peter Brook
	November 22, 2018

	Order more materials
	Lehman Ali
	November 22, 2018

	Customer Evaluation
	Avicii Marley
	November 22, 2018

	Updated Project Timeline
	Joan Julie
	November 22, 2018







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

	Not enough materials
	6
	Lehman Ali
	Project is delayed
	November 28, 2018

	Draft of the project calculated wrong
	9
	James Shimon
	Miscalculated design causes delay.
	November 29, 2018

	Not enough people on the team
	7
	Peter Brook
	Lack of people results in guys having to work overtime
	November 27, 2018

	The project timeline is wrong
	5
	Joan Julie
	Not enough people and materials cause a setback
	November 29, 2018



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

	Layout
	Will create layout
	1.6
	1.6
	Peter Brook
	N/A
	The calculation could be off
	Created Layout
	The location could be found

	Location
	Will find location
	1.6
	1.6
	Peter Brook
	N/A
	Location won’t work
	Location works
	Order materials

	Materials
	Will order materials
	1.6
	1.6
	Lehman Ali
	N/A
	May not have enough
	Right number of materials ordered
	Build team

	Team
	Will assemble team
	1.6
	1.6
	James Shimon
	N/A
	May not have enough people
	Built team
	Gantt Chart

	Gantt Chart
	Will create a project timeline
	1.6
	1.6
	Kevin William
	N/A
	Might be off
	Gantt chart completed
	Project Completion 
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