Meeting Minutes
Meeting Date: October 5, 2005

Meeting Time: 3:30-4:00 

Members Present: Maria Washington, Tim Smith, Matt Humphrey, Pamela Sharpe and Aala’a Mashaal

Discussion Items:

1. Switching of Roles: The new roles will be:

· Project Manager: Maria Washington
Responsibilities include- Creating meeting agendas and facilitating the meetings, keep schedules and follow up with action items, do weekly status reports

· Information Manager: Matt Humphrey
Responsibilities include- taking meeting minutes and responsible for editing documents

· Public Relation Team: Pamela Sharpe,

Responsibilities include- corresponding with the clients by sending documents, create meetings with stakeholders, and corresponding with them

· Web Master: Tim Smith
Responsibilities include- Uploading meeting minutes, status reports, and group documents to the website, and regular maintenance of the website

· Floater: Aala’a Mashaal
Responsibilities include- Helping hand for everyone
Also decide to change the role of Meeting facilitator to Floater.

More discussion on this on Tuesday.

2. Needs Analysis Plan: 

· Need to come up with questions to figure out current situation and where we want to go

3. Debriefing from the Performance Analysis:

· Good job overall

· Practice a little more next time and figure out transitions

Action Items:
· Think about what direction we need to go in for the needs analysis

