	Meeting number:
	9

	Type of meeting:
	Requirements Document Completion 

	Date:
	03/23/10

	Start time:
	6:00

	Duration:
	2 hrs. 17 min.

	Participant Roles

Facilitator:

Recorder:

Timekeeper:

Monitor:

Participator:

Role: _________________
	Josh

	
	Brad

	
	Dan

	
	Dan

	
	Josh

	Subject/Meeting Objective:
	Completing the Requirements Document



	Meeting Agenda:
	1.   ( 2  min)   Warm-up – Select participant roles, review meeting objective and agenda 

	
	2.   ( 10 min) Brainstorming

	
	3.   ( 1 hr.)  Completing The written portion of the document

	
	4.   (  45 min)  Completing graphs/charts

	
	5.   (   15  min) Adding final touches

	
	6.   ( 5    min)   Rate and discuss meeting productivity; Set date, time, location, objective, and agenda for

                        next meeting


	Member Status:
	Name 1:
	Chloe- Sick at home

	
	Name 2:
	Josh- Present & attentive

	
	Name 3:
	Brad- Present & attentive

	
	Name 4:
	Dan- Present & attentive


	Action Items:
	Name 1:
	Reviewed progress of previous meeting

	
	Name 2:
	Each member worked on specific portion of document

	
	Name 3:
	Created visual aids/graphs to incorporate into the document

	
	Name 4:
	Creating the final copy of the docuemnt

	
	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: ____Wednesday (3/28)____   Time:  ___6:15p________    Location: Davis 225_____

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?
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Team ____18____








