
 

Team Meeting Agenda & Notes 
 
Date ___________ 
Time ___________ 
Location _____________ 

 

Meeting called by:  Type of 
meeting: 

 

Facilitator:  Note taker:  
Timekeeper:    

Material Needed:    
 
Attendees:  
Please read:  
 

----- Agenda Topics ----- 
 

ITEM PERSON 
RESPONSIBLE 

TIME 
ALLOCATED 

PROCESS DESIRED OUTCOME 

     

     

     

     

 

Other Information 
Observers: None 

Resource persons: None 
 

 



 
 

---------- Meeting Notes ---------- 
   
    

   
    

    

   
    

    

   
    

    

   
    

    

   
    



Next Agenda items   

  

  

  

  

  
 Action items: Person responsible: Deadline: 

    

    

    

    

    

    

 
  

  
 


