

Sample Collaborative Team Meeting Worksheet
Team Members Present: _________________________________________
_______________________________________________________________
_______________________________________________________________
___________________________________     Date: ________________

Select a 

Facilitator: ______________ 
          Recorder: _______________
       Timekeeper:  _________
   
	
List

Agenda Items
	   Make note of       

   Discussions/Decisions
	
	What to do/who/when

	Celebrations


	
	

	 Issues


	
	

	
	
	


Remember to note and celebrate successes; identify problems in reaching outcomes; brainstorm solutions; reach consensus on what to do, who will do it, and when. Reaching outcomes is the goal!

Agenda Items
Discussions/Decisions

What to do/who/when 

	Other Agenda Items:


	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


      NEXT MEETING:  Date/Time/Place/Agenda Items:  _____________________________

Please make a copy of each team meeting record and distribute to each team member.












List Agenda Items: 


(  ) Celebrations  			 


(  ) Issues/Times     


        __________________ (Time) ___	____________________ (Time) ___


        __________________ (Time) ___	____________________ (Time) ___


        __________________ (Time) ___	____________________ (Time) ___
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