Meeting formats and requirements

Sample
A good record of team meetings including meeting agenda and meeting summary would be kept in a folder (available to all).  Agenda and summary are to be no more than one page.  
Information sheet or Header
· Group and Meeting date: 

· Leader : ________
· Recorder: _________ 

· Project Planner:_______

· Members present:_______
Agenda sheet for an upcoming meeting (usually one page prepared and distributed to team members (and faculty advisors) in advance by the team leader)
The following general agenda format is recommended but modifications are encouraged to fit team preferences.
1. Information update and announcements [All  0-5 min]

2. Review minutes and action items from last meeting [R  3-5 min]

3. Project status assessment [PP 3-5 min]

4. Member Reports [Members 3-5 min each]

5. Group tasks (Decisions, Coordination, Brainstorming, etc)

6. Plan action items for next meeting (Assign tasks) [All – 15 min]
7. Summarize today’s meeting decisions and action items [R – 3-5 min]

8. Assess the team progress (occasionally) [M 0-2 min]
The format of summary report (usually one page, may include attachments) may resemble the following:

1. Group, members present, date of meeting.

2. Reports on action items and discussions.

3. Decisions made if any.

4. Next meeting’s action items and plans.

5. Individual task assignments

6. Next week’s team leader and recorder.

