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[Title of Event]

Summary of Events

After cleaning up your narrative notes, summarize the meetings’ events chronologically here. Your summary should list and briefly describe the major presentations and activities of the meeting.

[Time]

[Activity]

[Time]

[Activity]
Narrative Notes

Collect and attach the agenda and other handouts and materials to this cover sheet. Type the electronic version of your notes in this section. Be sure to organize the typed notes by activity, indicating the start and end times, if possible and an activity title for each activity. In your narrative, you are documenting the dialogue and interactions of the participants using as much verbatim as possible. Focus not only on the facilitator, but also on each participant’s comments or involvement. Include in your narrative, the layout or grouping arrangements of the participants (sitting around a table, small or large group, etc.). 

[insert map or photo of physical arrangement. You can use the following map to manipulate so you don’t start from scratch]


[Time] [Time stamp every X minutes]

[Notes]


[OC: (indented and bolded)]

Reflective Notes
Was there anything that struck you during the meeting/training/observation that you did not have an opportunity to document? Did anyone tell you anything that would be of interest to the study? Do you have any opinions about the quality of what you saw during today’s meeting? Are there any issues or concerns or questions that you would like to raise as a result of this observation? Will there be any follow up activities, and how clear were the expectations of what participants should do next? 
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