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Meeting Minutes



MEETING MINUTES

Staff Meeting
	Meeting Name:
	Meeting Three

	Date of Meeting:  
	06/09/2012
	Time:
	11.00AM

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

	
	
	Prepared By:
	Tammy


	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: Oral Presentation

	2: Quantitative analysis task

	3: Target Audience & Statistics

	4: Roles & Responsibilies / Code of conduct

	5: Business overview

	6: Spilt up tasks between members

	7: Decide on Business name


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	1: Business overview, Mission & Vission Statements
	John
	13/09/2012

	2: Research target Audience & Statistics – 2 sources
	Katrina
	13/09/2012

	3: Research Registration and Licences of child care centre
	Karen
	13/09/2012

	4: Researchs Grants/Gov Funding,  Roles & Responsibilties & Code of conduct
	Tammy
	13/09/2012

	5: Design Flyer & Business Cards, set out promotion campaign timing and sequence
	Chrissie
	13/09/2012
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