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Meeting Minutes
Location:
Date:
Time:
Facilitator:  Jeanna Brault
Ash Giedd 
Riandria Gordan
Sabrina Larson


Meeting Minutes:
•	Ash is going to look into switching to Discord for team meetings to avoid the 40-minute meeting cut-off.
•	The new team internal deadline for all scheduled tasks will be set for Monday at 11:59 pm. Exceptions can be made for circumstances, but this helps avoid last-minute stress and ensure everything is completed in time. 
•	Team members will also update the team chat with a group check-in by Monday afternoon. List the tasks you’ve worked on if you’ve completed them if you haven’t updated the team when you plan to have them finished by the date we agreed to. This can also be used to ask for feedback or questions if you have them! 
Assigned Tasks:
•	Content Audit — Ash
•	Content Outline and Delivery Plan — Sabrina
•	Site Map — Jeanna
•	Naming Conventions Plan — Sabrina
•	Wireframes — Ash
•	Navigational Structures Plan — Jeanna
•	Naming and Labeling Plan — Jeanna
•	Key User Paths — Riandria
•	User Scenarios — Riandria
Deadlines:
•	Wireframe: 2:00 pm on Friday
•	Content Outline: 11:59 pm on Saturday (The delivery portion will be due on Monday)
•	Site Map: 11:59 pm on Saturday
•	All Other Tasks: 11:59 pm on Monday
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