Agenda:  First Team Meeting

	Goal:
	
	Team Members


Team member 1

Team member 2

Team member 3
  
Team member 4

	Date:
	
	

	Start Time:
	
	

	Location:
	
	

	Leader:
	
	

	Scribe:
	
	


1. Call the meeting to order

2. Roll call

3. Review and prioritize agenda

4. Correct / approve agenda

5. Proposed agenda

1. Select a team member to serve as scribe to record the pertinent details of the team meeting.

2. Each person in the group should introduce himself, giving his interests and areas of expertise.

3. Select a team name.  Use a little discretion, nothing offensive. 

4. Agree on two time slots, outside of regular class meeting times, when the group will meet when necessary.

5. Exchange contact information among team members.

6. Develop a list of tasks for the DIGM Project.

7. Review the scribe’s record of the meeting.

8. Scribe will transcribe the handwritten notes of the meeting into the required team meeting notes format.

9. Email a copy of the notes to the instructor prior to 9:00  a.m. on next class meeting day.  Format your subject line exactly as below
MeetingNotes-<SectionNumber>-<TeamName>-<Dateof Meeting>

Example

MeetingNotes-201-Tigger-21Jan

Note: Do not include blanks in the subject line.
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