Friday Team Meeting Agenda
Friday Team Meeting Agenda
· Date: Friday, [Insert Date]
· Time: [Insert Start Time] to [Insert End Time]
· Location: [Insert Location or Meeting Link]
· Facilitator: [Insert Name]
Agenda
· Quick check-in
· Confirm meeting outcomes
· Round-robin status updates
· Key wins and blockers
· Review progress on current priorities
· Confirm next steps and owners
· Resolve pending items
· Capture follow-up actions
· Review action items
· Confirm deadlines and next meeting
1. 9:00 to 9:10 AM, Welcome and goals
2. 9:10 to 9:25 AM, Team updates
3. 9:25 to 9:45 AM, Priority project review
4. 9:45 to 10:00 AM, Decisions and open questions
5. 10:00 to 10:10 AM, Wrap-up
Notes
· Add any supporting links or materials before the meeting
· Keep updates brief so each time block stays on track
· Assign one person to capture action items
Next Step
· Copy this agenda into a DOCX document and fill in the placeholders before sharing.
