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	Meeting Called By:
	Team Leader
	
	Time Keeper:
	TBD
	
	Leader:
	TBD

	Meeting Place:
	?
	
	Process Checker:
	TBD
	
	Scribe: 
	TBD

	
	
	
	
	
	
	
	

	Date:
	?
	
	Starting Time:
	11:00am
	
	Ending Time:
	11:50am



	TIME
	AGENDA TOPIC
	WHO
	PURPOSE
	DESIRED OUTCOME

	xx:yy-ww:zz
	Meeting processes/discuss agenda
	T. Leader
	I,D
	Assigned meeting roles

	
	SWOT (Strengths, Weaknesses, Opportunities, Threats) 
	T. Leader
	D
	Document defining SWOT of team

	
	Brainstorm project ideas 
	T. Leader
	D
	Top three project ideas

	
	Define project roles 
	T. Leader
	D
	Assigned team roles

	
	Plan to meet assigned weekly effort reports 
	T. Leader
	D
	Assigned person to drive this task

	
	Plan to meet Project Assignment 1
	T. Leader
	D
	Assignments to team members to complete this task

	
	Other topics as appropriate 
	T. Leader
	C
	Outcomes appropriate to topic

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Purpose: D = 
Discussion/Decision; I = Informational; C = Discussion/Input; T = Training, PR = Pre-Read

	Attendees:
	Team Leader

Team Member1

Team Member2

Team Member3

Team Member4
	
	



