[ABSTRACT]   Write one paragraph of coherent text to summarize the meeting as a whole from your role’s perspective.

 

 In this final meeting we presented and evaluated the prototype remote control.  As a part of the evaluation we considered the production cost of the device.  Each member of the project team also evaluated the prototype according to a number of criteria.

 

 

 

 

 

 

 

 

[DECISIONS]   Name all decisions that were made during the meeting. Mark those decisions that you consider of high importance for your role with a *. Write fragmented notes.


- There were not many decisions made at this meeting as the prototype had already been completed.

- A decision was made to make the device out of plastic in order to stay within the budget limitations.*

 

 

 

 

 

 

 

 

[PROBLEMS/ISSUES] Name the problems or difficulties that occurred during the meeting. Mark those that you consider of high importance for your role with a *. Write fragmented notes.


 - One problem we had during the meeting was with the formulation of the evaluation questions.  My answer to the final question prompted the marketing manager to change the question as my interpretation of the original question was different to his.

 

 

 

 

 

 

 

 

[ACTIONS]  Name the next steps that each member will take until the next meeting. Write fragmented notes.
I will not be taking any more steps since this was the final meeting.

