
Team Collaboration Template 
 

Meeting Date and Time: 

●​ [Insert Date and Time] 

Attendees: 

●​ [Manager's Name] 
●​ [Employee's Name] 

Team Dynamics: 

●​ Current Team Relationships: 
○​ [Notes on team relationships] 

●​ Collaboration Strengths: 
○​ [Strength 1] 
○​ [Strength 2] 

●​ Areas for Improvement: 
○​ [Improvement Area 1] 
○​ [Improvement Area 2] 

Collaboration Opportunities: 

●​ Projects for Teamwork: 
○​ [Project 1] 
○​ [Project 2] 

●​ Skill-Sharing Sessions: 
○​ [Session 1] 
○​ [Session 2] 

Communication Issues: 

●​ Challenges Faced: 
○​ [Challenge 1] 
○​ [Challenge 2] 

●​ Suggestions for Improvement: 
○​ [Suggestion 1] 
○​ [Suggestion 2] 

Notes: 

●​ Team Dynamics Discussion: 
○​ [Detailed notes on discussion] 

●​ Collaboration Opportunities Discussion: 
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○​ [Detailed notes on discussion] 
●​ Communication Issues Discussion: 

○​ [Detailed notes on discussion] 

Action Items: 

●​ Task: [Task Description] 
○​ Assigned to: [Person Responsible] 
○​ Deadline: [Due Date] 
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