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MEETING MINUTES

Staff Meeting
	Meeting Name:
	Meeting Six

	Date of Meeting:  
	27/09/2012
	Time:
	10.20

	Meeting Purpose:
	Create and work on website
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) Set up weebly account.

	2) Sign up for website for sunshine childcare centre.

	3) Decide to work on same tasks as we all did for the oral presentation.

	4) Give each other ideas to improve tasks to present in a way that suits a website.


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	Business overview including mind map
	John
	04/10/2012

	Promotional Campaign 
	Chrissie
	04/10/2012

	Quantity Analysis
	Katrina
	04/10/2012

	SWOT Analysis & Summary of Revenue and Costs
	Tammy
	04/10/2012

	Present in ways as discussed to appropriately present on a website, wright commentary for each task.
	ALL
	04/10/2012
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