	Meeting number:
	13

	Type of meeting:
	Requirements

	Date:
	12/06/09

	Start time:
	6:00

	Duration:
	1 Hour, 15 Minutes

	Participant Roles

Facilitator:

Recorder:

Timekeeper:

Monitor:

Participator:

Role: _________________
	Ryan Evans

	
	Barry Chapman

	
	Sam Williams

	
	Devin Coger

	
	Devin Coger

	Subject/Meeting Objective:
	Presentation


	Meeting Agenda:
	1.   (    5  min)   Warm-up – Select participant roles, review meeting objective and agenda 

	
	2.   (    1 Hour)  Worked on Final Presentation 

	
	3.   (    1 Hour) Worked Coding of Access Database

	
	4.   (    1 Hour)  Worked on User Manual

	
	5.   (    min)

	
	6.   (  10    min)   Rate and discuss meeting productivity; Set date, time, location, objective, and agenda for

                        next meeting


	Member Status:
	Barry Chapman 
	Present

	
	Ryan Evans
	Present

	
	Devin Coger
	Present

	
	Sam Williams
	Present


	Action Items:
	Barry Chapman
	Worked on minutes, coding

	
	Ryan Evans
	Worked on Final Presentation

	
	Devin Coger
	Worked on Coding

	
	Sam Williams
	Worked on User Manual

	
	Name 5:
	


	Attachments:
	· Summary of Covered Topics 

· Summary of Decisions

· Summary of Conclusions
	· Summary of Next Steps

· Items for Future Consideration

· Other: _________________________


	Meeting’s Overall Score:

Comments:
	Unproductive       1      2       3       4       5       6       7       8       9       10       Productive




	Next Meeting:
	Date: __N/A   Time:  __NA____    Location:  ___NA________

Subject/Meeting Objective: NA


	Meeting Notes:
	Very Productive meeting 
Looking at ways to put final touches on project
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