
Sample Format for Recording Team Meetings 
 

This form may be reproduced for recording several agenda items at a meeting. 
 

TEAM:                                                                                    DATE: 

MEMBERS PRESENT: 

 

AGENDA ITEM: TIME ALLOTMENT: 

Discussion Notes 

 

 

 

 

Action Plan People Responsible Deadline  
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Action Plan People Responsible Deadline  

 
 
 
 

 


