
Daily Product Management Standup Agenda Template

Date: [Insert Date]
Time: [Insert Time]
Location: [Insert Location]
Meeting Lead: [Insert Name]

Opening Section:

Welcome and Updates:
Start the meeting with a brief welcome. Allow each participant to share any quick
updates or news that could impact the day's work.

Previous Day’s Progress:
Review what was accomplished yesterday. Each teammember should share their
key achievements to keep the team informed.

Core Agenda Items:

Today’s Objectives:
Each teammember outlines their focus for the day. This section is crucial for setting
expectations and ensuring everyone knows what needs to be achieved by the end of
the day.

Current Blockers:
Discuss any challenges or roadblocks that teammembers are facing. Collaborate to
find solutions or decide if additional support is needed. Assign follow-up tasks if
necessary.

Feedback and Collaboration:

Team Questions or Concerns:
Open the floor for any questions or concerns that teammembers might have. This
ensures clarity and fosters collaboration.

Support Requests:
If anyone needs assistance or resources to overcome a blocker, this is the time to ask.
The team can discuss how to provide the needed support.

Closing Section:

Recap of Action Items:
Summarize any new tasks or responsibilities that were assigned during the meeting.
Make sure each teammember is clear on what they need to do next.

Try Tactiq to get the full transcript and AI summaries.

https://tactiq.io/chrome?utm_source=tactiq-learn&utm_medium=how-to-write-meeting-invites&utm_campaign=blog


Next Standup Details:
Confirm the time for the next daily standup. Ensure everyone is aware and prepared
for tomorrow’s meeting.

Try Tactiq to get the full transcript and AI summaries.

https://tactiq.io/chrome?utm_source=tactiq-learn&utm_medium=how-to-write-meeting-invites&utm_campaign=blog

