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TEAM MEETING LOG 
 
Date ______________ Course______________________ 
 
Team Members Present:  
__________________________         __________________________ 
__________________________         __________________________ 
__________________________         __________________________ 
__________________________         __________________________ 
 
 
The Agenda 
 

 
Items Discussed 

 
Decisions Reached 

 
  

  

  

  

  

 
Planning 
 

 
Action Items 

 
Deadline 

 

Team Member 
Responsible 

 
 
 

 
 

 
 

   

   

   

   

 
Upcoming Meetings 
 
Proposed Items for Next Meeting Agenda 
 
1. ______________________________________________________________ 
 
2. ______________________________________________________________ 


