
Team Meeting Discussion Points 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location or Video Call Link] 

Agenda 

1. Welcome and Introductions 

2. Review of Last Meeting Minutes 

3. Project Updates  

o [Project 1 Name] - [Team Member Name] 

o [Project 2 Name] - [Team Member Name] 

4. Team Goals for [Insert Period] 

5. Open Floor for Discussion 

6. Next Steps and Action Items 

Discussion Points 

• Feedback on current projects 

• Resource Allocation concerns 

• Potential roadblocks and solutions 

• Ideas for team morale initiatives 

Conclusion 

Looking forward to a productive meeting! 

Best, 

[Your Name] 

[Your Position] 


