Team Meeting Log
Recorder  ___________________________

Team members present:

1. _________________________________

2. _________________________________
3. _________________________________
4. _________________________________
5. _________________________________

Part A : Review your progress with this project and what you have left to do.
	What have we done?
	What do we still need to do?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Part B Decide what needs to be done this period, and who is going to do it. 
	List specific things you are going to finish this period
	Team member

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Part C Report your progress to the recorder at the end of each period.
	Team Member
	Describe what you achieved this period.  Attach evidence to this form.

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Use this space below to share anything related to your project or progress with me.

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

I will use this space to respond to anything you’ve written above.

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

 Part A                          Part B		  Part C


4  3  2  1		 4  3  2  1		 4  3  2  1


Exceeds standard. All parts are completed thoughtfully and neatly.


Meets standard. All parts are completed adequately.


Approaches standard. Some parts are incomplete or missing key information, and must be fixed.


Below standard. Many or all parts are incomplete or missing key information, or demonstrate lack of effort, and must be redone. 








