Weekly Team Meeting
Team: [Team]   Week of: [Date]   Facilitator: [Name]
Attendees: [Names]
Last week's action items
☐ [Action] — [Owner] — [Done / New date]
Wins
1. [Win] — [Who]
Metrics
	Metric
	This week
	Last week
	Target

	[Metric]
	[ ]
	[ ]
	[ ]

	[Metric]
	[ ]
	[ ]
	[ ]



Updates
1. [Name / area]: [One-line update]
1. [Name / area]: [One-line update]
Discussion topics
1. [Topic] — [Who raised it] — [Outcome wanted]
2. [Topic] — [Who raised it] — [Outcome wanted]
Decisions
1. [Decision]
Action items
☐ [Task] — [Owner] — [Due date]
☐ [Task] — [Owner] — [Due date]
