
Basic Daily Standup Template 
 

 

●​ Date: [Insert Date] 
●​ Team Member: [Insert Name] 

○​ Yesterday’s Work: 
■​ [Briefly describe what you worked on yesterday.] 

○​ Today’s Plan: 
■​ [Briefly describe what you plan to work on today.] 

○​ Blockers: 
■​ [List any issues or blockers that could prevent you from 

completing your tasks.] 
●​ Notes: 

○​ [Any additional notes or comments.] 

Try Tactiq to get the full transcript and AI summaries. 
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