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

 

The meeting advanced what was discussed in the previous meeting. We now have a product in which we need to finalize a prototype for eventual marketing.

 

 

 

 

 

 

[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.

1) Choice of material
2) Agreement on style and user ease
3) Incorporation of speech recognition


 
 

 

 

 

 

 

 

 

[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.

No major problems. Project needs to be put into final phase.

 

 
 

 

 

 

 

 

 

 

[ACTIONS]  Name the next steps that each member will take until the next meeting. Write fragmented notes.

Product manager: Compile final report for presentation to management
Industrial: Feasibility and production of prototype

Marketing: Strategy for sales and publicity for eventual sales

User: To present prototype and model for final production
