Meeting Minute Guidelines

Revision 2/9/2004

PURPOSE

These guidelines are intended to ensure the quality and content of the notes taken throughout team meetings.  Although each scribe may have a different style, the level of detail and organization should be the same.

SCRIBE

Team members will take turns scribing the notes from week to week.  This method allows team members to equally share the responsibility for tracking team progress as well as alleviating the problem of missing out on part of the team discussions.

GENERAL TEAM MEETING

Any meeting where only VDK-RIT team members, not the sponsor are present.  Faculty advisors are considered part of the VDK-RIT team, although they may not participate directly with the team.

The Minutes
The meeting minutes refers to a collection of notes taken on a per meeting basis, even though they may be distributed collectively on a weekly basis.

During the Meeting

The scribe should take as many notes as personally necessary in order to provide detailed accounts of meeting agendas, discussions, and their outcomes.

Sections

The meeting minutes must contain at least the following three sections: agenda, accomplishments, and assignments.  The agenda very briefly states the purpose and topics covered during a particular meeting.  The accomplishments for a meeting contains the topics, discussions, significant commentary, and decisions made throughout a given meeting.  The assignments list the tasks distributed to individual team members or the team as a whole in preparation for a future meeting.  Any additional other sections are at the discretion of the scribe.

Content and Format

The agenda may contain a simple, bulleted list of topics covered during a meeting.

The accomplishments should only contain material which clearly describes each topic covered, significant points of view, and decisions made.  Small details, including step-by-step member dialogs are unnecessary and should be avoided to maintain the clarity and purpose of the notes.  The notes are a summary, not a transcript.  Each topic covered during a meeting should be clearly marked with a heading and appropriate spacing between topics to distinguish easily one topic from another.

The assignments should display each team member name, followed by a list of given tasks, including the expected due dates.

Distribution

Unless otherwise noted by the faculty advisors or the team lead, the meeting minutes typically cover the individual notes for a given week and are due no later than Monday morning at 8:00AM.  The notes should be emailed to Chris (Videk) and the entire VDK-RIT team as an attachment in Adobe PDF or Microsoft Word format.

Archiving
The team meeting minutes files should be named using the following convention:
yyyy-mm-dd-minutes.ext
where ‘d’ is the day, ‘m’ is the month, and ‘y’ is the year when the meeting took place and ‘ext’ is the three-letter file format extension.  All of these files should be stored in CVS for tracking purposes.

MEETING WITH THE SPONSOR

Meetings where Chris or other Videk representatives have scheduled a discussion with the VDK-RIT team.

Content and Format

The minutes should contain a similar format and organization as the “General Team Meeting;” however, more specific details are expected.  Although a direct transcription of the meeting is unnecessary, comments, questions, points of contention, and resolutions should be marked by their owner.  For example, questions presented by any VDK-RIT members are marked as VDK-RIT.  Similarly, answers and problem resolutions proposed by Chris are marked as Videk.  This format records who to contact for future questions, regarding a particular topic, and maintains accountability for important decisions and compromises.

Distribution

Unless otherwise noted by the faculty advisors, the team sponsor, or the team lead, these sponsor meeting minutes the individual notes for one meeting with the sponsor and are due no later than  12:00PM the following day.  The notes should be emailed to Chris (Videk) and the entire VDK-RIT team as an attachment in PDF or Microsoft Word format.

Archiving
The team meeting minutes files should be named using the following convention:
yyyy-mm-dd-customer.ext
where ‘d’ is the day, ‘m’ is the month, and ‘y’ is the year when the meeting took place and ‘ext’ is the three-letter file format extension.  All of these files should be stored in CVS for tracking purposes.

AMENDMENTS

Any changes to these guidelines must meet with the approval of either the faculty advisor or the team lead.

