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	Directions:  The project’s LogBook is used to track down all the weekly meetings between the supervisor and members of the team. The meeting minutes must be documented, so please fill out all the required fields by hand and have it signed by the supervisor then deliver it as an attachment with the final project documentation. 

	Project’s Meeting Minutes





	Project Title:
	
	Supervisor:
	

	Student Attendees                                                     Student ID
1. ________________________                       ___________________
2. ________________________                       ___________________
3. ________________________                       ___________________
4. ________________________                       ___________________

Meeting No:____                       Date:______________   Start Time:_________  Finish:____________

Achievements since the last meeting (list briefly)
1. ________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________
____________________________________________________________________________________
3. ____________________________________________________________________________________
____________________________________________________________________________________
Future plans for next meeting
a. ________________________________________________________________________________________________________________________________________________________________________
b. ________________________________________________________________________________________________________________________________________________________________________
c. ____________________________________________________________________________________
____________________________________________________________________________________
Obstacles or Problems encountered
a. ____________________________________________________________________________________




































 























	For Supervisor Usage ONLY

	· Did the team maintain progress according to Gantt chart and Milestones?                            Yes ⃝   No ⃝
· Percentage of progress relative to Gantt chart:   ___%

Supervisor’s Remarks (you may list tasks for next meeting)
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




                                           Supervisor Signature:                                                                   Supervisor’s  Approval □
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