
Weekly Team Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location / Virtual Link] 

Agenda Items 

1. Welcome and Introductions 

2. Review of Last Week's Action Items 

3. Project Updates 

o [Project 1 Update] 

o [Project 2 Update] 

4. Discussion of Roadblocks 

5. New Business 

6. Q&A Session 

Attendees 

• [Team Member 1] 

• [Team Member 2] 

• [Team Member 3] 

Next Steps 

[Outline any follow-up actions to be taken] 

Next Meeting 

Date: [Insert Next Meeting Date] 


