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.

 

The objective of the last meeting was to present and evaluate the prototype of a remote control unit. At the beginning, both developers (industrial designer and user-interface designer) introduced their prototype to other meeting members and answered all technical questions. After the presentation, project manager evaluated the costs of the unit and a final decision on materials and parts was taken. Finally, marketing expert did the overall evaluation of the project, which included the rating of meeting the specific goals and the project manager opened a celebration of the project success.

  

[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.


- not to use display in the unit

- avoid solar cell

- replace the wheel button by common knobs

 [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.

- the *financial resources were very limited* 
· almost no money for the prototype (developers had to buy some material themselves!)
· need to redesign the circuit board based on decision taken

 

  

[ACTIONS]  Name the next steps that each member will take until the next meeting. Write fragmented notes.
· hopefully nothing or

· wait for another AMI meeting recording

