KEEPING PROJECT GROUP MINUTES

DATA AND INFORMATION
As noted on the Project Syllabus, your project group will need to keep minutes of each of your meetings.  This handout is designed to let you know what we expect to see in those minutes.

What are minutes?

In general, the minutes of a meeting are a refined and (usually) officially approved version of notes taken at the meeting.  Their purpose is to represent the discussion that took place, noting several kinds of things:

· who was present,

· the agenda items that were dealt with,

· the main points made during the discussion of each agenda item, and

· any decisions that were made as a result of the discussion.

Why take minutes?

We intend for the keeping of minutes to serve a variety of useful purposes: 

· they provide a clear record of what you've accomplished and what decisions you've made (which will be helpful when writing your self-evaluation); 

· they allow anyone who missed the meeting to find out what happened; 

· along with an agenda for the meeting, they’ll probably help to keep your meetings focused on productive topics; and

· they allow your faculty to see how you’re progressing in your project work.  

Posting minutes to the web

After each meeting of your project group, you’ll need to post minutes of your meetings in the Project Assignments location on our moodle – for the Project Group Minutes Assignment for the week.   You may find it easiest to take minutes of your meetings in the forum post window – that way you’ll be ready to post the minutes as soon as your meeting ends.  However you do it, you need to post your minutes within a day of your meeting.

Who takes the minutes?

It’s easiest and most effective if someone takes primary responsibility for typing the minutes during a meeting.  We recommend that everyone share responsibility for making it easy to take minutes: stay focused on one topic at a time and make sure the person taking minutes is both keeping up and able to participate.  We also recommend that you take turns taking minutes at different meetings.

Template for minutes

We’d like the minutes of each of your meetings to include the following headings:

Date & Time 

Those Present – also note who’s taking the minutes and who’s absent.

Individual Project Status Report:  a brief account of progress on tasks assigned to individuals, indicating how near they are to being completed.  
Notes on Discussion – organized by topic of discussion; include the decisions you reach, the questions you still need to answer, and a brief summary of each person’s input on each topic.

Agenda for Next Meeting – list your objectives for the following meeting.

To Do Before Next Meeting – write down what each group member has agreed to do before the next time the group meets.

Next Meeting – give the date, time, duration, & location.

Sample minutes

Below are some sample minutes.  They should give you an idea of what we have in mind for the minutes you’ll keep, but please feel free to go beyond these as you develop your own minute-taking style.

Date & Time: 11/12/09 6-7:30 pm 
Those Present: Chaitanya Pai, Chris Wong (taking minutes).  Jerry Gaylord was absent.
Notes on Discussion:

· We waited for Jerry for a while.  We may want to kick him out of our group if he doesn’t show up to meetings.

· We already decided we’re making a language for human-to-human communication.

· We’re both interested in developing a pictorial language.  But what does that mean, exactly?  Familiar-ish examples to draw from: hieroglyphics, Chinese.  

· Chaitanya: this could get very complicated really quickly if we try to copy how Chinese works.  Maybe better to think about the kinds of things English syntax lets us do and try to figure out how to represent those structures pictorially.

· Chris: Chinese isn’t really pictorial – it has ideograms.  But anyway, that’s a good idea.  Maybe knowing more about hieroglyphics will give us ideas.  Also, I’m more interested in how the language will be pronounced.  

· Chaitanya: yes, there could be some amazing interplay between the syntax and phonology.

· Chris: look at the project syllabus – our language should have a “particular focus or purpose”.

· Decision: We’ll develop a pictorial language.

· Question: What does that actually mean?

· Focus or purpose of our language:

· Chaitanya: do we have any common interests?  Maybe it’s best if we pick something we already know a lot about.

· Chris: I know a lot about Biology, and I play music.  But what would a pictorial language be especially well-suited for?

· Chaitanya: something arty?  But I don’t know much about that.  What if we think about something the language lets you do instead of what it lets you talk about?  Like a language for giving directions from place to place or for explaining recipes.

· Chris: cool idea.  I like cooking.  Let’s pursue that recipe idea.

· Decision: Our language will focus on communicating recipes.

· Morphology, syntax, semantics (also from project syllabus): 

· Chaitanya: I don’t know what to say about any of that.

· Chris: me neither.  Maybe if we reread our notes from those lectures.

· Question: How much do we need to say about these topics in our project proposal?

· Proposal is due on Friday.  We should meet on Thursday night to make decisions and write up the proposal.

Agenda for Next Meeting:

· Discuss results of our research

· Make initial decisions about our project, focusing on the purpose of our language

· Write the proposal

To Do Before Next Meeting:


Jerry:  Read these minutes, develop questions/ideas.  Reread notes from Linguistics lectures.

Chaitanya:  Read about ideograms (& languages that use them) to see how they represent complicated ideas.  Reread notes from Linguistics lectures.  Make sure Jerry knows about the next meeting.


Chris:  Research pronunciation of hieroglyphics.  Reread notes from Linguistics lectures.

Next Meeting: 11/14/09 7-8pm, Chaitanya’s apartment. 
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