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Worksheet C: Team Meeting Notes 
 

Team Members:               
 
Meeting Date:          
 
Team Goal:              ______ 
 

Date Main points of discussion Next steps Person 
Responsible 

Due by: 

 
 
 

 
 
 

    

     

     

     

Continue to jot down team meeting notes on other pages.  Share updated team meeting notes with all members of 
team after each meeting. 
 


