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Professional Meeting Log Recommendations
Meetings with advisors and sponsors are professional interactions that play an important role in your project success. Each group is expected to conduct these meetings in an organized and efficient manner and to submit a meeting log documenting preparation, discussion, and outcomes.
Always remember that these meetings represent your team in a professional setting, and clear preparation, organization, and documentation are part of your responsibility as a project team.
Your group consists of four (or five) students. While all members share equal responsibility for preparation, participation, and follow-up, assigning roles can help meetings run more smoothly and model professional practice.
Recommended Role Assignments
Roles may rotate across meetings.
1. Technology & Logistics Coordinator
· Schedule the meeting and send calendar invitations
· Manage meeting links, rooms, and access
· Share relevant documents and materials in advance
· Handle basic technical issues
2. Agenda & Time Manager
· Prepare and distribute the agenda before the meeting
· Organize key questions and discussion topics
· Track time during the meeting
· Ensure all planned topics are addressed
3. Meeting Lead
· Open the meeting and guide the discussion
· Ask most of the prepared questions
· Keep the conversation focused on objectives
· Facilitate transitions between topics
4. Recorder & Coverage Monitor
· Take structured notes during the meeting
· Record decisions, action items, and deadlines
· Verify that all required topics are discussed
· Prepare the final meeting log for submission
Shared Responsibility
Although tasks are divided, every group member remains accountable for:
· Preparing before the meeting
· Actively participating in discussion
· Understanding decisions and next steps
· Following through on assigned action items
This role structure models how professional meetings are organized in industry and research environments and helps ensure productive, well-documented interactions.
Meeting Log Requirements
After each meeting, submit a meeting log that includes:
· Date and time
· Participants (advisor/sponsor and group members)
· Agenda or objectives
· Key discussion points
· Decisions made
· Action items and deadlines
· Responsible group members
Meeting logs should be clear, concise, and professional.

Sample Meeting Log Template
Course / Project Name:
Group Members:
Advisor / Sponsor Name:
Meeting Date / Time:
Location / Platform:
Agenda / Objectives
· …
· …
· …
Key Discussion Points
· …
· …
· …
Decisions Made
· …
· …
· …
Action Items
	Task / Deliverable
	Responsible
	Deadline

	
	
	

	
	
	



Notes / Follow-Up

Recorder Name:
Date Submitted:
