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Team No: S01104A

       
Project Name: 


Minutes of Team Meeting No. ___

Date:

  /06/2002 




Location: 


Time:








 

Chairperson: 



In attendance: 


Minute’s taken by


Reviewed 

& Finalised by:


A. Purpose of the Meeting:

B. Agenda Business

Item Description
Who
Time Allocated

























1. Meeting commenced at         AM /PM with members listed above in attendance.

2. Record details of apologies or absentees here.

3.  Team members reviewed the minutes of the previous Meeting and approved.

4. Members conveyed satisfaction over the way e-mail discussions are lead us to produce the deliverable components.

5. Next team meeting will be held on               at           PM at Room  to finalise an action plan to complete items listed in the action plan. Member bring in their work for review and finalisation.

6. All team members decided to take action plan based on the outcome at the Supervisor’s Session.

7. Meeting closed at 

C. Additional Business

D. Action Plan

Item Description
Who
Time Allocated

























E.       Next Team Meeting:

The team will meet at the same venue on                to take necessary action plan to prepare deliverables.

F.       Agenda for the next Team Meeting:

Item Description
Who
Time Allocated

















G.       Accepted and signed the minutes of meeting held on                 after review:

Name
Signature
Date
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