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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.

 

 On the 3rd meeting, all participants presented their concrete ideas, visions, and requirements to the device and a discussion brought the decision on all the properties of the prototype.
 

 

  

 

 

[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.

- fancy and spongy look – *banana shape*
· big buttons close to the banana center 

· small screen
· speech recognition supported – solar cells requirement + batteries
· size to fit with display fixed to 5 times 10 centimeters
· peeling-off the fruit will recover the hidden buttons
 

  

[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.



· available display too big – needs to be cut

· material of peeling problematic
 

 

  

 

 

[ACTIONS]  Name the next steps that each member will take until the next meeting. Write fragmented notes.
· user interface designer and industrial designer will make a prototype

- marketing expert will do an evaluation

