Team Meeting
                                            Agenda/ Outputs


	Team Leader:
	
	Date/Time:
	

	Facilitator:
	
	Location:
	


Meeting Purpose: To

Deliverables/Outcomes
	1.
	

	2.
	

	3.
	

	4.
	


Agenda

	Item
	Subject

	A.
	

	B.
	

	C.
	

	D.
	

	E.
	

	F.
	


Attendees  (list those in attendance and those absent)
	Name
	Name

	
	

	
	

	
	

	
	

	
	


Outputs

	Item 
	Team Work (flipcharts, post its, etc.)

	A.
	

	B.
	

	C.
	


Action Items

	Item 
	Open Date
	Description
	Assigned To


	Target Date
	Date Closed

	1.
	
	
	
	
	


Decisions Made

	Item 
	Date
	Description

	1.
	
	


Communication Plan

	Item 
	Who Needs to Know
	What do they need to know
	Vehicle


	Assigned to
	Completion Date

	1.
	
	
	
	
	


Next Meeting 

	Next Meeting Date:
	
	Facilitator:
	


1/15/2010
1



