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	Minutes of Meeting

	
	
	
	

	Project
	Messenger
	Date
	November 8, 2004

	
	
	Start-end time
	15.30 – 19.00

	Responsible
	Jonas Wadsten

	Location /type
	MSN/Skype/Room


	Attended by

Location

Remarks

Irfan

Sweden

Zahid

Sweden

Zdenek

Sweden

Jonas

Sweden

Tihana

Zagreb 
agreZ
Marko

Zagreb




1. Start-up of the project.



Trying to sort out who is doing what, what type of roles in the project and so on…

Documentation

CONCLUSION
: Look in the “action” part.

ACTION
: Irfan do sourcecode + database
ACTION: Zahid is chief of documentation + UML
ACTION: Zdenek do webinterface + documentation in that area + testing
ACTION: Marko do testing + documentation of tech stuff
ACTION: Tihana is sourcecode master

ACTION: Jonas are project leader + some documentation + database + some web
2. Improving communication between project participants

How to homogenize geographically disjoined team?

CONCLUSION
: Using software tools for audio and video communication 

ACTION
: Jonas  will set up a mailling list.

ACTION
: All team members will download skype program and various messenger programs.

3. Documentation



What and how should we do the documentation in this project?

CONCLUSION
: Zahid is the chief of documentation and the UML schedule.

ACTION
: Jonas will be responsible for the “minutes of meeting” reports, to write them and upload them, due everyday with a meeting. 

ACTION
: Jonas will be responsible for the “week” reports, to write them and upload them, due everyday week. 

ACTION
: Every person, ARE responsible when meeting or chatting without Jonas you NEED to write an “minutes of meeting” report, it is better to do it just after OR even better during the meeting, due every time a meeting has happened (. 

�Who wrote and distributed this report


�location: Dublin, headquarters, conf. room 2-13


type: videoconference Vesteros-Zagreb


�People attending the meeting 


�Where each of the participants was located (example: conf. room, phone (for teleconferences …)


�Topic discussed


�briefly cover proposals, problems, etc.


�highlight important conclusions that the whole group / project should follow


�assign tasks (actions) to particular groups/persons and time when those actions should be finished
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