
Team: [INSERT]

Date: [INSERT]

Present: [INSERT]

Agenda:

· [AGENDA ITEM(S)]
· [DISCUSSION THAT LED TO AGREEMENT AND/OR ACTION]
· Agreement: [SUMMARY OF AGREEMENT]
· Action: [NAME OF THE TEAM MEMBER WHO WILL PERFORM THE ACTION AND DESCRIPTION OF THE ACTION] 
Parking lot issues:

· [INSERT]
Summary of action items:

· [RESTATE EACH ACTION ITEM]
Next meeting: [DATE, TIME, LOCATION] 

Next meeting agenda:

· [FUTURE AGENDA ITEM(S)]

