Client Meeting Checklist




Carmichael/McKenna









Carmichael/Ankenman









FQ 2007
PLEASE NOTE:  Your EDC instructors may appear at the beginning of the meeting to meet the clients and thank them for working with EDC.  After that, however, the meeting will be conducted by the teams.  YOU will manage your team’s end of the meeting, collect data, ask for the client’s signature on the Student/Client Understanding form and so forth.
Below is a guide to help you through the meeting process.

Preparation for the Client Meeting

· Print out Student/Client Understanding form

· Create a schedule showing the availability of your team members for user observations in Week 4.  

· Determine attendee roles for during the meeting—who will ask questions, who will take notes and photos or make sketches as appropriate.

· Prepare questions about the project.  If you have any preliminary research findings that you think might interest the client, bring those as well.  Use your preliminary research to help you come up with useful questions about the design problem, users, constraints, requirements, etc.  Make sure that your questions go beyond what you could have discovered through independent research (though it is okay to ask the client to confirm your findings).

· Bring any recording devices (e.g. a digital camera) that you think may be useful.

The Client Meeting
· Allow the client enough time to present the design problem in his/her own way, BEFORE asking questions.

· Ask the client(s) if they have time to answer a few questions.  Use your question list as a loose guide, but be prepared to capture unexpected information (per the EDC textbook).  Ask follow-up questions where appropriate.

· Thank the client(s) for agreeing to work with you.

· Get the client(s) to sign the student/client understanding form (usually after the client presentation--VERY IMPORTANT).

· Give the client(s) a copy of your team’s availability schedule for Week 4 user observations and schedule your observation times.  Be sure to ask

· If users will be available (don’t assume this)

· How many student observers their space can accommodate (NOTE:  Teams may share media—e.g. digital photos and video—from user observations.)

· What times are likely to work best for them

· If you have brought a digital camera, ask for your client’s permission to take photos if appropriate or useful.  If your client(s) used a PowerPoint presentation that includes useful data or images, you may ask for an electronic copy of it.  
· Thank the client(s) again before you leave and tell them you look forward to working with them.

Follow-up to Client Meeting

· Give any team members who may not have been present at the client interview the information you gathered.

· Put all records from the meeting (including printouts of digital images) into the project notebook and on Depot.  Be sure to date and initial each document.

· Scan your signed Student/Client Understanding form and upload it to your team folder on Depot.  Keep the paper copy in your project notebook.

· Evaluate the information you acquired from the client meeting—figure out how it will guide you going forward.

· Start to construct your mission statement.

· Draft the client interview appendix, outlining your team’s early understanding of the design problem.  

