Additional Notes:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Meeting Time

Date of Meeting
24.3.2022
Number of Attendees
Emanuel Folorunsho, Jun Dai, Connor Casey, Vijay Kumar
Documents to Bring and read
Five questions
Short Details of Teleconference

Intention of Meeting
Decide on agenda and minute template and the type of electronic meeting we will have
Agenda Prepared By
Angel Ho

Agenda:
No:
Time to Each Topic
Description of Each Agenda Item
Action
1
5 minutes
Appointment of facilitator, time keeper and note taker for this meeting.



It was decided that the following will hold the roles of:
Facilitator:  Neema
Recorder:  Angel
Timekeeper:  Marshall
All
2
5 minutes
Group rules



The group decided that no one should be on their phone during meeting
No listening to music phone
All
3
10 minutes
Where can we put individual lists of questions and the team questions?



Onedrive
Connor		25.3.22
4
10 minutes
What sort of electronic meeting should we have?



The group decided Facebook will be best for the electronic meetings
Alex agreed to set up the Facebook group.


Jun		25.3.22
5
10 minutes
Logo



Deferred to next meeting. All will think of a suitable logo.
All
6
5 minutes
Date and time of next meeting

7
5 minutes
Appointment of facilitator, time keeper and note taker for next meeting.

8
10 minutes
Other business










































Type your team name here
Minutes 1
Meeting Agenda Template

