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Abstract 

The specifications document used by the CircuitScape 486 team covers a variety of items. It shows the assignment of roles to each individual as well as what is involved with these different positions. It covers meeting times and gives the meeting agenda for daily and weekly activities. The format for documents is set. Also included is the self-evaluation method of the progress, success, and efficiency of the team. Standards for behavior within the group are discussed as well. 

1 Roles

1.1
Team Leader Sean Collins

1.2
Communicator Mike Schulte

1.3
Recorder Katie Rankin

1.4
Facilitator Carl Reniker

2
Meetings

2.1
The weekly meetings are on Wednesdays at 12:30.

2.2
Standard Agenda includes progress, troubles, and weekly assignments. 

2.2.1
Emergency meetings are for discussing any problems and the reasons for the meeting.

2.3
Decisions are made by a unanimous agreement throughout the group.

2.4
Minutes are distributed through e-mail within a day after the meeting.

2.5
Missed meetings are only tolerated with a good excuse. Without an excuse, the missing member is assigned any project the team feels appropriate.

2.6
All disputes are handled by our team facilitator Carl.

3
Document Standards

3.1
The word processor of choice is Microsoft Word 97 or 2000.

3.2
The coordination of documents is handled on a paper-to-paper basis to evenly divide the workload.

3.3
Version numbers go at the top of code in the comments, with all major changes listed. Older versions get renamed and saved. 

3.4
Documents are in 12-point Times New Roman font with page numbers on the right bottom corner. Headings are bold and sub-headings are in italics. 

3.5
48 hours prior to the due date you must turn in your part of the project to the coordinator. The coordinator sends out the final version 24 hours before the due date to get team reviews. Team reviews are due back to the coordinator no later then 8 hours before the due date. 

4
Self Evaluation method

4.1
Self-evaluations occur after every Phase/Major deliverable.

4.2
The form of an evaluation is an informal discussion.

5
Standards for behavior/Cooperation

5.1
Design changes that only affect your part of the project are your own decision. Design changes that affect more than your part of the project are discussed with the group, who must unanimously decide to make the change. 

5.2
Meetings are informal and more structure will be added if necessary.  
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