MEETING MINUTES

Topic: Analytical Reports

Date: Mar 27

Time: 5:15 pm

Minutes recorded by: Lexie

Meeting called by: All

Attendees: Lexie, Shanna, Israel, Aziz

Please bring:	Laptops, Notebooks



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

	
5:15 – 5:30
	Analytical Report Update – talked about what everyone’s done so far and answered any questions/clarifications about scope of the report
	Engineering Cafe

	5:30 – 6:00
	Discussed how the analytical reports will inform the final design
	




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

	Make progress on analytical reports
	All
	Mar 29
	

	Reminder: Be prepared for staff meeting Thursday
	All
	Mar 29
	







Next formal meeting: April 3

Time: 9:35 am

Location: Eng 120
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