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SUPERVISOR MEETING  
 

Supervisor Mr. Ng Tock Soon 

Minute Taker Shazlee 

Date & Time 5
th
 July 2010, 1900 

Venue SIS Meeting Room 4-4 

Absentees George 
 

TOPICS 
1. Introduction and Project Update 

2. Supervisor Expectations 

3. Grading 

4. Project Documentations 

Next Meeting 

CONTENT 
INTRODUCTION AND PROJECT UPDATE 

Discussion 

The entire team introduced themselves.  

An update of the current project status was briefed to our supervisor and that 

we have completed a sample prototype. 

 

SUPERVISOR EXPECTATIONS 

Discussion 

The team raised the question of what was expected of the team by our 

supervisor for each meeting. In addition to that, how frequent should the 

supervisor meetings be conducted as well.  

Conclusion 

Our supervisor expects us to be able to meet the deliverables required on 

time. As for each meeting, it is to be seen as a consultation period as well as 

to update our supervisor on the team’s progress. 

Meetings will be conducted every fortnightly.  

 

GRADING 

Discussion 

The team was informed on the grading structure that it would have to meet the 

deliverables required as well as project management which would be 

important as well. 

Conclusion 
The entire grading breakdown could be accessed from this website. 
http://blue.smu.edu.sg/IS480/2010-2011/IS480/Grading.html 

 

 

 

 

http://blue.smu.edu.sg/IS480/2010-2011/IS480/Grading.html
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PROJECT DOCUMENTATIONS 

Discussion 

The problem of the scope of the project was raised by the team. What is a 

suitable amount of workload that should be managed? Also, how should the 

team handle changes that are requested by the client?  

Conclusion 

Proper documentation shall be drafted up by the team to border down the 

scope of the project in the form of a technical specifications document. This 

will help to ensure that the scope could be visualized and taken into 

consideration during the team’s schedule planning. 

Changes requested by the client could be implemented via a change request 

procedure. Changes implications, efforts required and schedule impact should 

be considered before the team decides on changes requested by the client. 

The team may also refuse changes requested by the client based on valid 

grounds and reasoning especially if it might affect other aspects of the project. 

These should be highlighted to the client during the meeting if the team 

chooses to refuse a change. 

 

WRAP UP 
Meeting adjourned @ 2000 

Next meeting details To be confirmed 

 

DISCLAIMER:  

Any amendments/feedback about the content must be given to minutes taker within 3 days 

from this adjourned meeting. Minutes taker will have to send the updated minutes within 1 

day for any amendments.  


