Meeting Agenda



	Meeting Date
	
	Facilitator
	

	Meeting Details
	
	Attending
	

	Inputs/Outputs
	Inputs: Team Status Reports

Outputs: Minutes
	Minutes
	


	Meeting Agenda

	Meeting Purpose
	Subject Duration

	

	Agenda Item 1
	

	· 

	Agenda Item 2
	

	· 

	Agenda Item 3
	

	· 


Action Items resulting from previous team meetings and are due for discussion at today’s meeting.

	Action Items
	Resource Name
	Due By

	· Action Item
	Name
	Date

	· Action Item
	Name
	Date


	Meeting Guidelines

	· Start meeting promptly at time indicated

· End meeting at time indicated

· Unresolved items after time-limit will be placed into parking lot

· Time keeper will be appointed before each meeting.  Responsibilities:

· To keep meeting to time schedule noted above




