MEETING REPORT

Team Name:
____________________
Date of Meeting:
_________________

Start Time: __________   End Time: __________    Meeting Location:  ___________

Moderator:
____________________
Recorder:
_______________________

Other Members Present:
_______________________________________________

_______________________________________________

Members Absent:

_______________________________________________

Topics Discussed:

Decisions Made:

Tasks Assigned:

Time, Place, and Agenda for Next Meeting:

