EDC Team Meeting Agenda

“Sample Team Meeting Agenda and Meeting Notes”

	Team Name
	Improve Microphone System in LR2
S
	Meeting Date
	Tuesday, 4/3/04
	Meeting Leader
	Jane Lieder

	Meeting Location
	Ford Building G201
	Meeting Time
	1:00 pm
	Meeting Scribe
	Joe Wright

	Objective
	Team Meeting with Instructors
	
	
	Time Keeper
	Tom Bellringer


	TOPIC
TIME
	TOPIC ITEM DESCRIPTION

Description of topic content/purpose
	DESIRED OUTCOME

Expected results or product of this topic
	PROCESS

Sequence of steps to be used to achieve the outcome
	PRE-MEETING
PREPARATION
	
PRESENTER

	0:00
	Safety
	List training “courses” needed to work in shop
	Review lab tests needed.
	Think
	Jane Lieder

	0:05
	Review Action Items of last meeting
	Resolve old issues.
	
	Team to review action items
	Joe Wright

	0:08
	Review results of client meeting
	Better understanding of mission and design requirements
	
	Read Client Interview report and Progress Report
	Mary Jones

	0:12
	Research results 
	Discussion of design direction
	
	Read Progress report
	Tom Bellringer

	0:16
	Other Issues if any
	
	
	
	Team & Instructors

	0:18
	Review action items from this meeting
	Understanding and commitment to resolve
	
	
	Joe Wright

	0:20
	Adjournment
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


