	Harvard ManageMentor — RUNNING A MEETING TOOLS

	Meeting Minutes Form 

	Start filling out this form in your meeting to keep track of the issues discussed and the decisions made in the meeting. After the meeting, fine-tune the form and then send it out to all meeting participants and any other people interested in the results of the meeting.

	Meeting Topic:
	Outcome of Event

	Attendees:
	William Belcher, Justin Perchalski, Michelle Dalzell, Randi Sayman, Joe Fazekas

	Purpose:
	To evaluate our performance and the success of our event.

	Objectives:
	Signed hour sheets/ Client evaluation of team/ Deliverables worksheet/ Feedback

	Agenda Item #1:
	Feedback on the event.

	Options/Points Raised:
	What would we do differently/ Our impression of the event. Both parties felt that the event was a success. Client was not worried about working with us/ had confidence in us.

	Decision or Recommendations:
	Client felt we were legitimate workers and performed well to meet the specifications of this project/event.

	Agenda Item #2:
	Get paperwork signed.

	Options/Points Raised:
	Fax client evaluation to teacher. We received copies of both papers. Hour sheets signed.

	Decision or Recommendations:
	Both parties satisfied.

	Agenda Item #3:
	What we would change.

	Options/Points Raised:
	Searching/ receiving more donations. (monetary, labor, or items). Better use of advertising. Morning event.

	Decision or Recommendations:
	Contact more businesses for donations. Advertise more and raise awareness. Get a morning event/demonstration by a company with a big following to ensure decent number of guests at morning event.

	Action Items

	Task to be Done
	Person Responsible
	Due Date

	Feedback
	Joe Fazekas
	4/20/2010

	Client Evaluation of team
	Joe Fazekas
	4/20/2010

	Deliverables worksheet
	All group members
	4/20/2010

	Sign hour sheets
	All group members- Individually; Joe Fazekas
	4/20/2010

	Reflections paper
	All group members
	4/20/2010

	Capturing Lessons learned
	All group members
	4/20/2010

	Reflections Letters
	All group members- Individually
	4/20/2010
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