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When you lead a meeting, assign a scribe to take minutes. Use this form to keep track of the issues discussed, decisions made, and action items created during the meeting. After the meeting, use the information to follow up, identify next steps, and communicate them to all meeting participants and any other stakeholders interested in the meeting results.
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	MEETING TOPIC: 

	ATTENDEES: 

	PURPOSE: 

	OBJECTIVES: 

	AGENDA ITEM #1: 

	OPTIONS/POINTS RAISED: 

	DECISION OR RECOMMENDATIONS: 

	AGENDA ITEM #2: 

	OPTIONS/POINTS RAISED: 

	DECISION OR RECOMMENDATIONS: 

	AGENDA ITEM #3: 

	OPTIONS/POINTS RAISED: 

	DECISION OR RECOMMENDATIONS: 

	  ACTION ITEMS

	TASKS TO BE DONE
	PERSON RESPONSIBLE
	DUE DATE
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BREAKTHROUGH LEADERSHIP™



Technical Integration Overview



Breakthrough Leadership is a collaborative, blended leadership development program delivered by Harvard 
Business Publishing that connects a cohort of peers and mentors to share learning experiences, insights, 
and best practices on the key tenets of managing yourself, your team, and your network. 



This document provides you with the information to understand the technical operations of the platform 
as well as to review the optimal and minimal environmental requirements.



Learner Desktop Requirements



MINIMAL OPTIMAL



BROWSER Microsoft® IE® 7 or
Mozilla Firefox 3.x+ or
Safari 5+ or Chrome 15+



Microsoft® IE® 8 or
Mozilla Firefox 3.x+ or
Safari 5+ or Chrome 15+



BROWSER SETTINGS !  JavaScript enabled
!  Medium security
!  Session cookies for myblp.org 



enabled



!  All cookies for myblp.org allowed



OPERATING SYSTEM !  Windows® XP, Windows Vista 
or Windows 7



!  Mac OS 10.5+  



FILE TYPE ASSOCIATIONS ""! *.doc : Microsoft®  Word, 2000 or better
""! *.pdf : Adobe® Reader®
""! *.ppt : Microsoft® PowerPoint, 2000 or better
""! *.rtf : Microsoft® Word, 2000 or better
""! *.xls: Microsoft® Excel, 2000 or better



SOFTWARE ! Adobe® Reader® 9+
! Microsoft® O!ce 2003



! Adobe Reader 10+



MONITOR SCREEN 
RESOLUTION



1024 x 768 ppi 1152 x 864 ppi



INTERNET CONNECTION 
minimum is based on  
reasonable quality of playback  
of audio and video assets



Broadband (cable or DSL),  
e.g., download speeds equal to 
or faster than 256 kbit/s



Broadband (cable or DSL),  
e.g., download speeds equal to or 
faster than 256 kbit/s
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