WEEKLY REPORT and MEETING AGENDA
Report #: 
0


Project Name: 
Enter your project name
Date: 

1/1/2000

Section:

section number 
Prepared by:

Enter the scribe's name
Agenda for the meeting: topic and time
Timekeeper: Enter the timekeeper's name
Attendance: List all members who attended the meeting
Agenda must include Tasks completed by each team member since last meeting, to be summarized below
	Task description
	Assigned to
	Completed?

	
	
	yes/no

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Agenda must include Action items for next period, with specific names, actions, and dates, to be summarized below
Agenda must include Task assignment per team member (to be completed before the next meeting), to be summarized below
	Task description
	Assigned to

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Filled in by team leader: Project management status

1. related to schedule and milestones- on track? Specific problems or delays? 
2. related to teamwork
3. related to purchases
4. related to problems or anticipated difficulties
5. Other
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