<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
	Support and promote intra and inter departmental teamwork

	Understand and consider the needs and impacts of your own work on others
	Demonstrate an ability to problem solve and make timely decisions

	Actively seek and receive feedback for improvement
	Consistently share knowledge and information


	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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