
TEAM BUNANAS 

INTERNAL MEETING AGENDA 

Meeting/Project Name: 2017T2 Bunanas 

Date of Meeting (DD/MM/YYYY):  17/10/2017 Time: 1100 

Meeting Facilitator: Bryan Lau Location: Sponsor’s Office 
 

1. Meeting Objective 

1. Gather more information about the project and the requirements 
2. Understand the high level view of the business process 
3. Understand what we can provide in-return to the sponsor 
4. Identifying whether there is a need for integration with any existing systems 
5. Trying to gain confirmation as to whether we can proceed along with the project 

 

2. Attendees 

Name Remarks 

Bryan LAU Present 

Louis LIM Present 

Jaren LIM Present 

TAM Kei Wen Present 

YEO Wei Siong Present 

NG Shirong Present 
 

3. Pre-work/Preparation (documents/handouts to bring, reading materials, etc) 

Description Prepared By: 

Research on the company background ALL 
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3. Agenda and Notes, Decisions, Issues 

Topic Owner Time 

Gather more information about the project and 
the requirements 
Summary of Discussion 

 Sponsor feels that they are currently having 
to do a lot of manual tasks, such as data 
entry, was wondering if technology could 
be used to reduce/eliminate them entirely 

Bryan Lau 1100 

Understand the high level view of the business 
process 
Summary of Discussion 

 Sponsor took us through the way they are 
currently doing their inventory taking and 
explained their limitations despite them 
wanting to reach out to the whole of 
Singapore’s less fortunate if possible 

Bryan Lau 1120 

Understand what we can provide in-return to 
the sponsor 
Summary of Discussion 

 Sponsor requested for a web application 
that will mainly address the issue of data 
entry, mentioned that it will be good if we 
can accommodate for all of their existing 
users as well. Group agreed that a web 
portal to connect all 4 stakeholders may be 
a good idea. 

Bryan Lau 1140 

Identifying whether there is a need for 
integration with any existing system 
Summary of Discussion 

 Sponsor mentioned that they are currently 
only using Microsoft Excel and that it is 
getting kind of out of hand, would like to 
entirely move away from it if our system is 
capable enough. 

Bryan Lau 1220 



Trying to gain confirmation as to whether we 
can proceed along with the project 
Summary of Discussion 

 Sponsor feels comfortable and confident in 
our team, does not mind working together 
to develop a system with us to solve their 
business needs 

Bryan Lau 1240 

 

4. Action Items 

Action Owner Due Date 

Develop wireframes to show to the client Tam Kei Wen 20/10/2017 

Drafting of detailed proposal to show to the client 
the to-be process after system implementation 

Bryan Lau 20/10/2017 

 

5. Next Meeting (if applicable) 

Date (DD/MM/YYYY): 25/10/2017 Time: 1800 Location: Sponsor’s 
Office 

Objective: Progress update and showing of wireframe to provide some visuals and 
manage expectations of the envisioned final product. 

 


