Team Meeting Notes - 

Date:
Team Members

Start Time:

End Time:


Location:


Scribe:

Purpose:

	Issue
	Discussion & Actions
	Assignments

	Issue 1
	Summary of discussion and any decisions taken
	Description of task, person assigned, and due date

	Issue 2
	As above for issue 2
	As above for issue 2

	
	
	

	
	
	


