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Planning:

First, | have to make stages for the Plan from the Start Date
until the Due Date (within three months), This will also include
deciding which communication channel will be used. | have
used Microsoft teams to be virtual meetings. Then, the
meetings will be scheduled bi-weekly.

Managing:

The meeting will be recorded in Microsoft teams, then | will
assign an employee to record the minutes and summarize it in a
document to be distributed by email for all of the members to
be discussed in each next meeting in the agenda.

Controlling:

In each next meeting discussing the previous meeting’s
document will clarify and summarize the achieving of the
project stages

Reasons
1- Virtual meeting has been chosen as it will be effective for
groups from different departments and the meeting will
be easily recorded.
2- The documents will be sent by the email to make sure that
all members of the group can receive and access it
anytime and anywhere.
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