	PDCA Topic: ______________​​​​​______
	TEAM MEETING AGENDA

	Project:

	

	Use one form like this each time you conduct a PDCA Meeting.

	Facilitator:
	
	Recorder:
	

	Meeting Date:
	
	Meeting Time:
	

	Meeting Location:
	
	Items to Bring:
	All team members should bring any background information they have available to the team meeting. Notes, customer supplied data, photographs, marketing information, work statements, and literature reviews should be brought whenever available. New team members should bring a written list of questions they have about the project and their responsibilities, questions they have, etc.

	Meeting Attendees: Note absences and tardy attendees here for management records.
	

	Agenda Summary                                                
	Date Needed:
	

	Item
	Description of Each Agenda Item
	Guide Notes

	1
	PLAN
	
	Complete the individual task plan during the team meeting today. The manager should explain all tasks to be accomplished, why they are important, who will do them, and when they must be completed. The manager will provide a sample format for preparing contact sheets.

	2
	DO
	
	

	3
	CHECK
	
	

	4
	ACT
	
	

	5
	OTHER
	
	

	Prepared by: (Recorder)
	
	Date: 
	

	Reviewed by: (Manager)
	
	Date: 
	

	Reviewed by: (Mentor)
	
	Date: 
	


	PDCA __________________
	TEAM MEETING AGENDA

	Project:

	

	Use one form like this to plan the individual task assignments. 

	Task

In the rows below, list the tasks that must be accomplished in order to develop a complete understanding of the customer’s need, and the potential market impact for the need. Break each major task into easily understood tasks, so that each team member, listed to the right, has a solid understanding of how to tackle their portion of the problem.

In the columns to the right, identify each team member that will contribute to this facet. Beneath each column and row, indicate the due date for each person to have their portion complete. Leave the entry blank if an individual is not assigned to work on a particular row.
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