Team Meeting Minutes/Notes
TEMPLATE

  [Team Name]

	Date 

Start Time 

End Time

Location

Minute Taker

Purpose


	[mm/dd/yyyy]

[hh:mm]

[hh:mm]

[Building, room]

[Name of person responsible for taking minutes]

[Brief statement of purpose of the meeting]

	Members Present
	[List of members present at meeting]

	Members Excused
	[List of members excused prior to the meeting]

	Members Absent
	[List of non-excused members absent from meeting]


	Summary of Issues, Actions, Tasks Assigned 

	Issue
	Discussion & Actions
	Tasks Assigned

	[The issue being addressed]
	[Summary of discussion and any action taken regarding the issue]
	[Include description of task, who assigned to, and due date.  Include tasks continuing from previous meetings that have not been completed.]

	[Repeat above for each issue]
	[Repeat above for each issue]
	[Repeat above for each issue]


Team Minutes/Notes

Grading Criteria
Minutes are posted EACH WEEK in your deliverables website as a link to ONE file.  All minutes are kept from the beginning of the project until the end of the project.  The most recent minutes are located at the top of the file.  

Problems noted in the minutes must be accompanied by an e-mail to the mentor, instructor, AND team members.

1. Lateness of deliverable:


1 day late 20 points


2 days late 40 points


3 days late 80 points


After 3 days late a zero grade is recorded.

2. Correctness (80 points total):

a. No minutes

b. Minutes incomplete or incorrect

i. Missing date

ii. Missing purpose

c. Minutes not authorized by all team members

3. Format (20 points total):

a. Not written in required table format as provided

b. Misspelled words – ½ point for each occurrence
c. Not in correct order - 5
