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Project Control 
Status Meeting Agenda 
Meeting: December 05, 2018 at Central Park at 3:00 p.m.
Project: Installing a pool
Meeting #1
	Agenda Item
	Facilitator 
	Length of Discussion

	Advertisement of project
	Project Manager
	25 minutes

	Selection of advertising firm
	Project Manager
	13 minutes

	Duration of advertisement
	Project Manager 
	10 minutes 

	Costs incurred
	Project Manager
	15 minutes 



	Action Items
	Who is Responsible?
	Finish Date

	Create theme of advertisement
	Joey O’Connor
	December 5, 2018

	Create advertisement plan
	Peter Drury
	December 7, 2018

	Meeting with advertising firm
	Tim Cahill
	December 13, 2018

	Updating progress 
	Mackenzie Edwards
	December 20, 2018









Meeting #2
December 28, 2018 at project site 9:00 a.m.
	Agenda Item 
	Facilitator 
	Length of Discussion

	Progress of advertisement
	Project Manager
	10 minutes

	Does the advertisement capture the purpose of project?
	Project Manager
	15 minutes

	Project beneficiaries’ opinion
	Project Manager
	15 minutes

	How much is left for completion?
	Project Manager
	5 minutes



	Action Items
	Who is Responsible?
	Finish Date

	Progress Report of advertisement
	Mabon Lee
	February 2, 2018

	Make more advertisements
	William Georges
	February 2, 2018

	Stakeholder Evaluation
	Joe Turner 
	February 2, 2018

	Updated Project Advertisement Timeline
	Jessica Biel
	February 2, 2018











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

	Not enough funds
	8
	Mabon Lee 
	Project is reviewed
	January 10, 2018

	Advertisement of project is not adequate
	7
	Tim Cahil
	Budget did not meet quality expected
	January 15, 2018

	Not enough people on team
	7
	Mackenzie Edwards
	Insufficient expertize in relation to advertisement
	January 19, 2018



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

	Design
	Will create design
	1.5
	1.5
	Tim Cahil
	N/A
	Wrong impression of project
	Created design
	Location could be found

	Location
	Will identify suitable location
	1.4
	1.4
	Mackenzie Edwards
	N/A
	Location not as per expectations
	Location work
	Meeting advertising firm

	Advertising firm
	Will meet advertising firm
	1.4
	1.4
	Mabon Lee
	N/A
	May not reach an agreement
	Identifying best advertising firm
	Build team

	Team
	Will assemble team
	1.4
	1.4
	William Georges
	N/A
	May not have enough people
	Built team
	Gantt Chart

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



