
 

Sample meeting minutes of SP Cloud Academy new e-learning platform 

development meeting 

 

Meeting Date: [Insert Date] 

Meeting Time: [Insert Time] 

Meeting Location: [Insert Location] 

 

Attendees: 

 

[Insert Name], Project Manager 

[Insert Name], Lead Developer 

[Insert Name], UX/UI Designer 

[Insert Name], Content Manager 

[Insert Name], Marketing Specialist 

 

Agenda: 

 

• Platform Features and Functionalities 

• User Experience (UX) Design 

• Technical Infrastructure 

• Content Creation and Curation 

• Marketing and Promotion 

 

Meeting Notes: 

 

Platform Features and Functionalities: 

 

Discussed the need for robust user authentication and registration processes to ensure security. 



Identified key features for the content management system, including easy uploading, organization, and 

updating of course materials. 

Agreed upon the importance of interactive learning tools such as quizzes, forums, and live chat to 

enhance student engagement. 

 

User Experience (UX) Design: 

Reviewed interface design elements to ensure a user-friendly and intuitive platform. 

Discussed accessibility considerations to accommodate users with disabilities and ensure inclusivity. 

 

Technical Infrastructure: 

Explored hosting options and scalability requirements to handle potential future growth. 

Discussed security measures to protect user data and prevent unauthorized access. 

 

Content Creation and Curation: 

Discussed strategies for developing and curating high-quality course content to meet learning 

objectives. 

Agreed upon the need for rigorous quality assurance procedures to ensure the accuracy and relevance 

of course materials. 

 

Marketing and Promotion: 

Defined branding elements aligned with SP Cloud Academy's brand identity. 

Discussed marketing tactics, including social media campaigns and partnerships with educational 

influencers, to promote the platform and attract users. 

 

Action Items: 

 

[Insert Name] to research and propose hosting options and scalability solutions by [Insert Deadline]. 

[Insert Name] to draft a security plan outlining measures to protect user data by [Insert Deadline]. 

[Insert Name] to develop a marketing strategy including branding elements and promotional tactics by 

[Insert Deadline]. 

 



Next Meeting: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

 

Agenda: Follow-up on action items and progress updates. 

 

[Note: These meeting minutes serve as a record of discussions and action items from the SP Cloud 

Academy new e-learning platform development meeting. They will be circulated to all attendees for 

review and approval.] 

 

 


