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WEEKLY TEAM MEETING REPORT 
	Meeting Date:
	Meeting Number
	

	For Assignment Number:
	

	Unit Title:
	

	Unit Index:
	

	Number Of Team Members In Group
	

	TEAM MEETING REPORT

	Meeting Commences At
	

	Names of Members Present
	Names of Members Absent

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	PLANNING, DISCUSSIONS, AND MEMBERS FEEDBACK 

	

	EMERGING AGREEMENTS AND RESPONSIBILITIES ASSIGNED TO MEMBERS

	

	FUTURE ACTIONS AND DEADLINES

	

	SIGNATURE OF TEAM MEMBERS WHO COMPLETED THE DELEGATED ASSIGNMENTS FROM THIS MEETING

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


