
Sales Team Training Meeting Template 
 

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

Opening Section: 

1.​ Welcome and Training Overview 
○​ Introductions and objectives of the training session 
○​ Overview of the key topics to be covered 

2.​ Icebreaker Activities 
○​ Engage the team with quick, interactive activities 
○​ Set the tone for a collaborative learning environment 

Core Agenda Items: 

1.​ Training Module 1: [Insert Topic] 
○​ Detailed training on a specific skill or strategy 
○​ Interactive discussions and Q&A 

2.​ Training Module 2: [Insert Topic] 
○​ Further training on another key area 
○​ Hands-on practice or role-playing exercises 

3.​ Group Discussion and Feedback 
○​ Open forum for team members to share insights 
○​ Discuss challenges and solutions related to the training topics 

Feedback and Collaboration: 

1.​ Assessment and Skills Evaluation 
○​ Review the effectiveness of the training session 
○​ Gather feedback on areas of improvement 

2.​ Next Steps and Action Plan 
○​ Outline any follow-up training or additional resources needed 
○​ Assign responsibilities for implementing new skills 

Closing Section: 

1.​ Recap of Key Learnings 
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○​ Summarize the main takeaways from the training 
○​ Highlight any immediate actions to be taken 

2.​ Next Training Session Details 
○​ Confirm the date and time for the next training session 
○​ Set expectations for future training topics 

Try Tactiq to get the full transcript and AI summaries. 
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