Weekly Team Meeting Minutes
	Team
	

	Date
	

	Time
	

	Attendees
	

	Absent
	

	Minute taker
	


Review of previous action items
	Action
	Owner
	Status (Done / In progress / Not started)

	
	
	

	
	
	

	
	
	


Updates
	Name
	Update

	
	

	
	

	
	


Decisions
・
・
Issues / Help needed
・
・
Action items
	Action
	Owner
	Due date

	
	
	

	
	
	

	
	
	


Next meeting
Date:                         Time:
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