Weekly Team Meeting Minutes
	Team
	

	Week of
	

	Date and time
	

	Location (or video platform)
	

	Facilitator
	

	Notes by
	

	Present
	

	Absent
	



1. Wins from last week
[Two or three concrete things that shipped, closed or landed. Name who did them.]

2. Metrics and status
[The three to five numbers the team is measured on, with last week's figure and the target. Note the trend, not the whole dashboard.]
Metric:
Last week:
Target:
Note:

3. Review of last week's priorities
[Each priority from the previous minutes: done, carried over or dropped. Carried-over items need a reason.]

4. Blockers
[Anything stopping work, who is blocked, and who is taking it away. If it cannot be solved by the team, record who will escalate it.]
Blocker:
Blocking:
Owner:

5. Decisions
[One line each: what was decided and, if useful, why. Decisions made outside the meeting during the week can be logged here too.]

6. Priorities for this week
[Three to five, in order, each with an owner. If everything is a priority, nothing is.]

7. Announcements and upcoming
[Leave, deadlines, launches, people joining or leaving, meetings with other teams.]

8. Parking lot
[Topics raised that need their own conversation. Record the topic and who will set up the conversation.]

Action items
	No.
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions log
	Date
	Decision
	Context
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