Dear Colleague,

 

Would you be so kind to report to me on the past meeting? Please keep in mind that your notes are part of the project documentation – among other things, they will be used by myself and other staff to stay informed about the state of the project. It is therefore essential that your notes – though kept short - are of high quality. In particular:

 

· Do not use any abbreviations. 
· Write notes that are understandable for somebody who was not present during the meeting 

 

The head of your department

 

 

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

 

 

 Since this was the project kick-off meeting, it was mostly devoted to getting to know the other participants.  Most of us had an opportunity to try out the smart meeting room whiteboard and learned how to use the headsets and lapel microphones.  We did not have much time to discuss the project itself, since most time was used up by this familiarisation process.

