Virtual Team and Client Meeting
Attendees: all team members
Date: 4/9/2021
· Discussed upcoming deliverables and delegated work
· Planned machine shop dates
· Planned testing meetings to finalize presentation aspects
· Contacted client to meet to talk about client hand off plans and upcoming presentation details
· 
Reminder/Upcoming Events:
· 4/13/2021 timecard due
· 4/14/2021 and 4/1/2021 machine shop
· 4/16/2021 operation manual
· 4/20/2021 final product meeting
· 4/23/2021 final poster, final product meeting assignment, final report
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