Assessing Team Agendas - a Checklist

1. The agenda is on the EDN in the Project Management forum with today's date for archiving.
2. The agenda is copied on the Whiteboard to be visible to all throughout class time.
3. [bookmark: _GoBack]The agenda is stated in a SMART manner. It does NOT include items like "team work time" or "individual work time". The work is specifically identified.
4. All of the items are useful to achieve the project result(s).
5. Each item indicates who is required and how long is estimated.
6. Each team member has enough items listed to meaningfully fill the class time available.
7. Durations are appropriate to the type and quantity of the task.
