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Meeting Minutes



MEETING MINUTES

Staff Meeting
	Meeting Name:
	Meeting Two

	Date of Meeting:  
	30/08/2012
	Time:
	11.00AM

	Meeting Purpose:
	Place: Room BU03: 119A
	Meeting Leader:
	Tammy

	
	
	Prepared By:
	Chrissie


	1. Attendance at Meeting

	Name
	Position
	Note

	John Gorgone
	Spokesman / Finance officer
	

	Tammy Angi
	Director
	

	Katrina Marston
	Planning officer
	

	Karen Pearson
	Administrator
	

	Chrissie Hinsey – Via phone
	Project Information Manager
	


	2. Meeting Notes, Decisions, Issues

	1: SWOT Analysis

	2: Cost & Revenue Summary

	

	

	


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	1: Upload Meeting Notes
	
	06/09/2012

	2: Expand on SWOT & Summary of Costs
	All
	06/09/2012

	3: Upload finalised SWOT Analysis and Summary of Costs
	
	13/09/2012
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