	Meeting number:
	19

	Type of meeting:
	Group

	Date:
	February 1, 2010

	Start time:
	3PM

	Duration:
	55 minutes

	Participant Roles

Facilitator:

Recorder:

Timekeeper:

Monitor:

Participator:

Role: _________________
	Taylor Paschal

	
	Eileen Balci, James Kirk

	
	James Kirk

	
	Eileen Balci

	
	Eileen Balci, Taylor Paschal, James Kirk

	Subject/Meeting Objective:
	Finish



	Meeting Agenda:
	1.   (    10  min)   Warm-up – Select participant roles, review meeting objective and agenda 

	
	2.   (     35 min) Group Tasks – Release Plan Document

	
	3.   (  min) 

	
	4.   (     min) 

	
	5.   (     min)

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

                        next meeting


	Member Status:
	Name 1:
	

	
	Name 2:
	

	
	Name 3:
	

	
	Name 4:
	


	Action Items:
	Name 1:
	

	
	Name 2:
	

	
	Name 3:
	

	
	Name 4:
	

	
	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: _Wed 3___   Time:  __3pm_____    Location:  ____
Subject/Meeting Objective: 


	Meeting Notes:
	


Facilitator:
Runs meeting:  Goes thru agenda.  Encourages everyone to participate.  Stays on track/topic.
Recorder:
Take notes of what’s going on and who has responsibility for what.

Timekeeper:
Are we spending too much time on a topic, have time to cover the agenda/objectives?  Are we going to finish on time?

Monitor:
Are we staying on track/topic?

Participator:
Is everyone participating?
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