MEETING MINUTES

Topic: First Presentation

Date: February 6, 2018

Time: 5:15 pm

Minutes recorded by: Lexie

Meeting called by: 

Attendees: Lexie, Israel, Shanna, Aziz

Please bring:	Laptops, Notebooks



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

	
5:15 – 5:45
	Overall discussion of presentation – The group talked about making sure we had everything detailed in the rubric in the slides, making sure everyone was prepared to answer questions, and talked about dressing professionally
	Engineering Internet Cafe

	5:45  - 6:15
	Detailed breakdown of each person’s slides 
· Project Description – Lexie
· Background/benchmarking – Aziz
· CRs and ERs – Israel
· Budget and Schedule - Shanna

	Engineering Internet Cafe

	
	
	




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

	Presentation Slides
	All
	Feb 8
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







Next formal meeting: Thursday Feb 8

Time: 8:45 am 

Location: Egr Internet Cafe

[bookmark: _GoBack]What will be addressed? The group will practice their presentation and make any final adjustments.
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