[bookmark: _gjdgxs]MEETING MINUTES

Topic:  Project Requirements

Wednesday, September 4, 2019
1:30 pm – 2:00pm

Minutes recorded by _Samantha Morrison________

Meeting called by __Capstone Team________

Attendees: __Nygel, Samantha, Humoud______________________________

Please bring:	___Ideas for charter_____________________________________________



Table 1.  Record of meeting.
	5:20 pm to 5:30 pm 


	Setup
· Create shared drive and document templates

	

	5:30 pm to  7:30pm

	Team Charter
· Complete the Team Charter document
· Refer to document to specifics of each section
	

	7:30 pm to 7:40 pm
	Wrap-Up
· Complete assigned section of team charter by 11:59pm Thursday
· Review and revise completed charter and notify group when satisfied with final product for submission
	




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

	Complete Team Charter
	All members
	9/6/19
	







Next formal meeting:  9/11/19, typical Capstone class meeting 
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