Weekly Team Check-in Overview

Dear Team,

I hope this message finds you well. As we prepare for our upcoming weekly check-in, I wanted
to provide an overview of the agenda and goals for our meeting.

Meeting Detalils

o Date: [Insert Date]
e Time: [Insert Time]
e Location: [Insert Location/Link]

Agenda

Team Updates

Project Progress Review
Challenges and Solutions
Goals for the Upcoming Week
Q&A Session
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Goals

Our primary goals for this check-in are to:

e Share progress on ongoing projects.
o Identify and address any obstacles.
« Align on priorities for the week ahead.

Please come prepared with any updates related to your work, and feel free to prepare any
questions you may have.

Looking forward to our discussion!
Best regards,

[Your Name]
[Your Position]



