
Sales Team Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Agenda 

1. Welcome and Introductions 

2. Review of Previous Meeting Minutes 

3. Current Sales Performance Overview 

4. Setting Short-term and Long-term Goals 

5. Strategies for Achieving Sales Targets 

6. Team Collaboration and Support 

7. Q&A Session 

8. Closing Remarks 

Action Items 

• Prepare sales forecasts for next quarter 

• Research competitor sales strategies 

• Gather feedback from team on current processes 

Next Meeting 

Date: [Insert Next Meeting Date] 

Time: [Insert Next Meeting Time] 


