Date : 15th December 2011
Time: 3.00pm – 5.00pm
Venue : C08-413
Attendance :
1. Farzana Izzah binti Adnan
2. Nurhafiza binti MohdSabri
3. Mayamin Syafini binti Mohamed Azlan
4. Nurassikin binti Sahaian
5. Amalina binti Abdul Aziz
6. Norlyana Farahana binti Noor Azmi
7. Najihah Aqmal binti Nawawi
	No.
	Topic 
	Remarks 

	1.
	Ice breaking
	· familiarization session
· everyone introduced themselves
· appointment of group leaders namely Najihah Aqmal

	2.
	Attendance list and meeting minute
	· Jotted down each of the group member’s name and matrix number
· Jotted down all the important notes 
· Both done by Farzana Izzah

	3.
	Organization flow chart
	· division of tasks to each member of the group
· construct an organization chart
· everyone agreed

	4.
	Find out an objective of the assignment
	· everyone read the task given
· everyone came up with idea and solution
· an objective of the assignment is done

	5.
	Decide date and place for next meeting
	· on 17th December 2011 at KTR /K01
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