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	Meeting Title:
	Weekly Project Sync

	Meeting Date:
	March 28, 2026

	Participants:
	Project Lead, Designer, Developer, QA

	
	

	Action Item
	Assigned
To
	Due Date
	Status
	Follow-Up

	Finalize project requirements document
	Project Lead
	4/1/26
	Completed
	Share final version with team

	Design homepage wireframe
	Designer
	4/3/26
	In Progress
	Review draft in next meeting

	Set up development environment
	Developer
	4/2/26
	Completed
	Confirm environment access completed

	Test login and signup functionality
	QA
	4/4/26
	To Do
	Begin testing once dev setup is complete

	Confirm timeline adjustments with stakeholders
	Project Lead
	4/5/26
	On Hold
	Waiting for stakeholder availability

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[image: ]
image1.png
powered by
GeneralBlue




