	Meeting number:
	8

	Type of meeting:
	Requirements Document Discussion

	Date:
	03/21/10

	Start time:
	7:00

	Duration:
	1 hr 22 min.

	Participant Roles

Facilitator:

Recorder:

Timekeeper:

Monitor:

Participator:

Role: _________________
	Brad

	
	Josh

	
	Dan

	
	Chloe

	
	Chloe

	Subject/Meeting Objective:
	Work on the Requirements Document



	Meeting Agenda:
	1.   (    5  min)   Warm-up – Select participant roles, review meeting objective and agenda 

	
	2.   (  17    min) Reviewing IDA Facebook

	
	3.   (   35   min) Reviewing Requirements Document.  

	
	4.   (   15   min)  Assigning Team members sections of document

	
	5.   (      min)

	
	6.   (  10    min)   Rate and discuss meeting productivity; Set date, time, location, objective, and agenda for

                        next meeting


	Member Status:
	Name 1:
	Brad: present & attentive

	
	Name 2:
	Josh: present & attentive

	
	Name 3:
	Dan: present & attentive

	
	Name 4:
	Chloe: present & attentive


	Action Items:
	Name 1:
	Checked Facebook for any need updating

	
	Name 2:
	Looked through Requirements document and discussed team goals

	
	Name 3:
	Team members volunteered to work on parts of the document

	
	Name 4:
	

	
	Name 5:
	


	Attachments:
	· Summary of Covered Topics 

· Summary of Decisions

· Summary of Conclusions
	· Summary of Next Steps

· Items for Future Consideration

· Other: _________________________


	Meeting’s Overall Score:

Comments:
	Unproductive       1      2       3       4       5       6       7       8       9       10       Productive




	Next Meeting:
	Date: ____03/23/10__________   Time:  ___6:00________    Location:  Davis____________

Subject/Meeting Objective:


	Meeting Notes:
	


Facilitator:
Runs meeting:  Goes thru agenda.  Encourages everyone to participate.  Stays on track/topic.
Recorder:
Take notes of what’s going on and who has responsibility for what.

Timekeeper:
Are we spending too much time on a topic, have time to cover the agenda/objectives?  Are we going to finish on time?

Monitor:
Are we staying on track/topic?

Participator:
Is everyone participating?

Project Meeting Record


Team ___18_____








