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Meeting Minutes



MEETING MINUTES

Staff Meeting
	Meeting Name:
	Meeting Five

	Date of Meeting:  
	17/09/2012
	Time:
	9.30

	Meeting Purpose:
	Put together Presentation
Place: Library Conference Room 2
	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) Bring together each task an combine,looking over everyones work to make sure all agree

	2) Put information into power point presentation, make sure all flows and fits together 

	3) Practice presenting

	


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	1) Katrina to email chrissie final Stats for presentation
	Katrina
	19/09/2012

	2) Karen to email Chrissie information for presentation
	Karen
	19/09/2012

	3) Practice Presentation
	ALL
	20/09/2012
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