
Quarterly Team Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Agenda Items: 

1. Welcome and Introductions 

2. Review of Previous Meeting Minutes 

3. Quarterly Performance Overview 

4. Department Updates 

5. Discussion of Current Projects 

6. Open Forum for Team Suggestions 

7. Next Steps and Action Items 

8. Schedule Next Meeting 

Attendees: 

• [Name 1] 

• [Name 2] 

• [Name 3] 

• [Additional Names] 

Thank you and looking forward to our meeting! 


