	Weekly Team Meeting Agenda
Team: [Team Name]   |   Week of: [Date]   |   [Time] – [Time]   |   [Location / Link]



1. Quick Wins From Last Week (5 min)
• [Win]
• [Win]
• [Win]
2. Metrics Check-In (10 min)
	Metric
	Target
	Actual
	Status / Comment

	[Metric 1]
	
	
	

	[Metric 2]
	
	
	

	[Metric 3]
	
	
	



3. Round-Robin Updates (15 min)
	Team member
	Done this week
	Planned next week
	Blockers

	[Name]
	
	
	

	[Name]
	
	
	

	[Name]
	
	
	

	[Name]
	
	
	



4. Discussion Topics (15 min)
a) [Topic] – [Owner]
b) [Topic] – [Owner]
5. Action Items (5 min)
	Action
	Owner
	Due date

	
	
	

	
	
	

	
	
	







