
SCHEMATIC DESIGN MEETINGS: The cycle from meeting-to-meeting
Notes from CPRE Project Planners session June 23, 2011 - whiteboard notes transcribed by GM

· End of previous meeting: recap, next steps
· Provide images/docs electronically of the meeting
· Day after: make visual notes, screen shots, marked up board shots available
· Written notes (if needed) within one week
· Architects provide
· Agenda setting with management group
· Room selection based on agenda/equipment requirements
· Management group and/or CPRE staff reviews advance materials
· Distribute advance materials 24 hours minimum before meeting
· Agenda: times, goals of meeting, decisions to be made, patterns associated with design session
· Meeting packets for user group members
· Meeting facilitated by CPRE
· Start on time
· Agenda review
· Recap previous decisions
· Introduce Patterns associated with design for this session
· Visual notes – at least record all decisions & future directions
· Translate jargon
· No more than 90-min w/out break
· Format for decisions making (made earlier)
· Finish decisions no later than 15-min before end of meeting (tied to topic)
· 15-min recap & next steps

