Meeting Minutes Template

What it is
The Meeting Minutes template allows you to organize and document all important activities and/or decisions made during the meeting.
Why it’s useful

The Meeting Minutes template keeps meeting participants focused on the progress made during the meeting and highlights action items required to keep activities progressing between meetings.

This agenda template may not look different from yours, except for the fact that it contains the TEAM behaviors on the top of the agenda template, as a visual reminder to all team members.

How to use it
Key areas to document include:

· Decisions made

· Open action items

· Closed action items

Document and distribute all meeting minutes immediately following each meeting.  Getting minutes out within 2h hours of the meeting is ideal.

<Team or Project Name>

Meeting Minutes / Results
<Logistics: Date, Time, Location, Call-In Numbers>
Attendees:


Facilitator(s):

Overall Meeting Goal: 
 

	Expected Behaviors for Team Performance

	Treat others with dignity and respect
	Actively seek and receive feedback for improvement

	Exchange the needs and impacts of your own work with others
	Make timely decisions and solve problems quickly


	Decisions

	· 

	· 

	· 

	· 


	Open Action Item / Issue
	Owner
	Due

	1. 
	
	05/05/2008

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


	Closed Action Item / Issue
	Resolution
	Closed

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
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