Meeting Minutes – Project Sync
Date: March 14, 2026
Time: 2:00 PM – 2:35 PM
Location: Virtual (Zoom)
Attendees: Alex Chen, Jamie Lee, Sam Rivera, Taylor Guo
Absent: Morgan Smith

Agenda
1. Review action items
2. Q2 timeline adjustments
3. Budget update
4. Open floor

Discussion Summary
1. Review action items
· Alex completed the client onboarding doc.
· Jamie still working on vendor contracts — ETA March 20.
2. Q2 timeline adjustments
· Product launch moved from April 10 → April 24 due to QA delays.
· Marketing campaign updated accordingly (Sam to confirm new dates by March 18).
3. Budget update
· Taylor presented revised figures: $4,200 under original projection.
· Remaining funds allocated to additional user testing.
4. Open floor
· Decision: cancel April 5 check-in, next meeting April 12.

Action Items
	Task
	Owner
	Due

	Update marketing launch dates
	Sam Rivera
	March 18

	Finalize vendor contracts
	Jamie Lee
	March 20

	Schedule user testing sessions
	Taylor Guo
	March 25



Next Meeting
Date: April 12, 2026 @ 2:00 PM EST
Adjourned: 2:35 PM

