Meeting Agenda

Date:

Place and Time:

Members Expected:

Agenda
Please note: The items below are suggestions – feel free to adjust the agenda as needed.

· Updates from each team member [X minutes]
· Problem-solving [X minutes]
· Work on project together [X minutes]
· Work plan for next week [X minutes]
· [bookmark: _GoBack]Decide on next week’s meeting time/location [X minutes]
