Meeting Minutes for Teams

Meeting Details

e Team Name: Dynamic Developers Team

e Project: NextGen Web Application Development

e Date: July 25,2024

e Time: 10:00 AM - 11:30 AM

e Location: Conference Room 3, TechCorp HQ

e Attendees: Alice Martin (Team Lead), Bob Chen (Front-end Developer),
Claire Young (Back-end Developer), Dan Roberts (Ul/UX Designer), Erin
Lee (Quality Assurance Analyst)

e Absent: None

Call to Order

e Opening: The meeting was called to order at 10:05 AM by Alice Martin.

Review of Previous Action Items

e Recap: Alice summarized the action items from the last meeting,
focusing on progress made in each area.
e Updates:
o Bob reported successful integration of new front-end features.
o Claire provided an update on backend stability improvements.
o Dan showcased the finalized Ul design for the user dashboard.
o Erin confirmed the completion of the initial round of testing, noting
several bugs that need attention.

Current Project Status
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e Discussion: The team reviewed the project timeline and acknowledged
they are on track but highlighted the need to address the identified
bugs before moving forward.

e Decision: It was decided that Claire and Bob would collaborate on
resolving the backend issues, while Erin focuses on re-testing once fixes
are applied.

New Business

1. Feature Request Review:

o Alice presented new feature requests from the product
management team.

o After discussion, the team agreed to prioritize the integration of a
chat feature, with plans to reassess the timeline for other
requests.

2. User Feedback Implementation:

o Dan discussed recent user feedback regarding the application’s
navigation.

o The team decided to implement suggested changes, with Dan
leading the redesign efforts.

Risk Management

¢ Identified Risks: Erin raised concerns about potential delays in the
testing phase due to the upcoming integration of new features.

e Mitigation Plan: The team agreed to allocate additional resources to
the QA phase to ensure deadlines are met.

Action Items

e For Bob and Claire: Collaborate on fixing the identified backend bugs
by August 1, 2024.

e For Dan: Initiate the navigation redesign based on user feedback, with a
review set for August 5, 2024.
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e ForErin: Prepare for an intensive testing phase starting August 6, 2024,
with additional support from an external QA consultant.

Next Meeting

e Date and Time: Scheduled for August 12, 2024, at 10:00 AM in the same
location.

e Agenda: Review the progress on action items, update on the navigation
redesign, and further discussion on new feature integrations.

Adjournment

e Closing: The meeting was adjourned at 11:20 AM by Alice Martin.
Prepared by:

e Dan Roberts, Ul/UX Designer

Date:

e July 25,2024

Copyright @ EXAMPLES.COM



https://www.examples.com/

