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MEETING MINUTES

Staff Meeting
	Meeting Name:
	Meeting Four

	Date of Meeting:  
	13/09/2012
	Time:
	11am

	Meeting Purpose:
	Work on Presentation
Place: Room BU03: 119A
	Meeting Leader:
	Chrissie

	
	
	Prepared By:
	Tammy


	1. Attendance at Meeting

	Name
	Position
	Note

	John Gorgone
	Spokesperson
	

	Chrissie Hinsey
	Information Officer
	

	Katrina Marston
	Reflector
	

	Tammy Angi
	Team Leader
	

	
	
	


	2. Meeting Notes, Decisions, Issues

	1) Discuss tasks set out in meeting 3, make sure everyone is on track with their set taks and having no problems.

	2) Discuss how to best prepare and present presentation 

	3) Spilt up few minor tasks left to finish for oral presentation

	4) Decide to meet on the 17/09/12 to finalise presentation


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	Finish tasks set out from meeting three, so we can put together presentation as next meeting
	ALL
	17/09/12
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