MEETING MINUTES

Topic: Client Meeting #2

Date: February 3, 2018

Time: 2:30 pm

Minutes recorded by: Lexie

Meeting called by:

Attendees: Lexie, Israel, Shanna, Aziz, Chuck

Please bring:	Laptops, Notebooks



Table 1.  Record of meeting.
	TIME BREAKDOWN
	TOPIC / NOTES
	LOCATION

	
2:30 – 3:00

	Meeting Prep/Organization
	Library 183

	3:00 – 5:30
	Meeting with Chuck – Discussed deliverables, current designs, ways to narrow scope (see questions 2 spreadsheet in google drive)
	Library 183

	5:30 – 5:40
	Talked about future tasks and meeting
	Library 183




Table 2.  Tasks Assigned.
	Task
	Person Assigned 
	Due Date
	Date Complete

	Order Chuck’s Deliverables
	All
	Feb 8
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







Next formal meeting: Tues, Feb 6 

Time: 5:15 pm

Location: Engineering

What will be addressed?
 
[bookmark: _GoBack]Deliverables will be ordered, next steps discussed, work on presentation
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