- edited by Participant 2 – Petr –

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.

 

 Initial meeting. It gave us very preliminary insight of our roles in the project. The task is to design a new remote control for TV set. There are four responsible participants in the project, which were speaking. Project manager made a brief introduction and all participants presented their first ideas related to the project requirements. 
 

 

 

 

 

 

 

 

[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.

- use only a small number of buttons for the device
· use radio waves instead of IR for communication with TV

· backlight the buttons of the device 

 

 

 

 

 

 

 

 

 

[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.

- earphones/microphones attached to us have short wires, not long enough to go to board!
 

 

 

 

 

 

 

 

 

[ACTIONS]  Name the next steps that each member will take until the next meeting. Write fragmented notes.
· I don’t have specific idea of others, but I guess all participants should prepare a presentation of their point of view
