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	TEAM NAME:  



	Meeting Number:
	Date:
	Time:
	Location:



	TEAM Mission  

(Statement of Purpose:  Why does this TEAM exist? What is our one compelling direction?)

To __________________________________________________________


	TEAM Project 
To______________________________________________________

TEAM Goals (List specific goals per project)

1.
2.

3.

4.

5.


	Meeting Operating Covenants:

· Participate Fully

· Keep our comments on track

· Listen to all ideas
· Ensure everyone has the chance to participate

· Fully support all decisions made
· Determine your outgoing Message e.g. what we accomplished in this meeting


	Meeting Attendees:  (List names of all expected to attend)




Agenda Topics:

Meeting begins – (Insert start time here). Assign time keeper for each item.
	Item #
	Agenda Item Description (include name of member to present or lead)
	Item Type (a.discussion, b.decision, c.action taken by whom and by when)
	Time estimate

	1
	
	
	

	2


	
	
	

	3


	
	
	

	4


	
	
	

	5


	
	
	

	6
	Meeting wrap-up

(including meeting evaluation, time and location of next meeting)
	Discussion
	10 min.


General Evaluation of this Meeting (Meeting date here)

	What went well during the meeting?



	What should we do differently next time?



	How were the pace, flow and tone of the meeting?  Did we stay with the agenda?   Did we get stuck?



	How well did we discuss the information?    Is everyone clear on next steps?



	How well did we follow the operating covenants?
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�








PAGE  
1

