Date & Time: XXX
Location: XXX
Attendees: XXX
Facilitator: XXX
Note Taker: XXX
Timekeeper: XXX

Topic: XXX

Objectives:
1. XXX
2. XXX
3. XXX

To Prepare For This Meeting, please:
1. Read this agenda and (optionally) reply with any questions/concerns to XXX

Schedule (XXX minutes)

Time

Minutes

Activity

Check-in and review objectives of this meeting and how they connect
to the objectives for our remaining team meetings this year

Review next steps from our previous meeting

Review keep/change from our previous meeting

Keep Change

Objective 1: XXX

Objective 2: XXX

Objective 3: XXX

Review next steps

Assess what worked well about this meeting and what we would
have liked to change Plus Delta




Keep

Change

Adapted from Datawise, a Harvard data protocol in 2023




