TEAM MEETING REPORT
Team Name:                                                              Beginning Time:
Meeting Date:                                                            Ending Time:
Team Members Present:
Team Members Absent:
Reporting Secretary:
Timekeeper:
1.  Purpose/Goal of the Meeting
2.  Discussion Points (summarize major points of discussion including any specific contributions of team members).
3.  Decisions made towards accomplishing goal(s).
4.  Tasks/responsibilities assigned to members at the meeting (list each specific task along with the name of the responsible team member and the due date for each assigned task.
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5.  Time/location of next meeting:
6.  Always end the meeting with an evaluation of how it went.  What went well?  What could be improved upon in future meetings - be specific.
7.  Any constructive advice for the meeting facilitator?  What did the facilitator do well?  What could be improved upon?
