
Weekly Product Team Meeting Template 
 

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

Opening Section: 

Welcome and Recap:​
Begin with a brief welcome and a quick recap of the previous week’s meeting. This 
helps to set the context for the current discussion and ensures everyone is on the 
same page. 

Review of Key Objectives:​
Revisit the key objectives that were set at the beginning of the week. This section 
ensures that the team remains aligned with the broader product goals and identifies 
any areas where adjustments might be needed. 

Core Agenda Items: 

Progress Updates:​
Each team member provides an update on their progress toward the week’s 
objectives. This is an opportunity to celebrate successes, address any delays, and 
ensure that everyone is moving in the right direction. 

Challenges and Blockers:​
Discuss any challenges or blockers that team members are facing. This section is 
vital for identifying issues that could impede progress and collaborating on solutions. 
Assign follow-up tasks as needed. 

Upcoming Priorities:​
Plan for the upcoming week by discussing the next set of priorities. Ensure that the 
team is clear on what needs to be achieved and how it aligns with the product 
roadmap. 

Feedback and Collaboration: 

Team Feedback and Discussion:​
Encourage team members to provide feedback on the current week’s work and 
discuss any ideas or improvements for the future. This fosters a collaborative 
environment and ensures that everyone’s voice is heard. 

Resource and Support Needs:​
Identify any additional resources or support that team members may need to 
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achieve their objectives for the upcoming week. This helps in addressing potential 
issues before they arise. 

Closing Section: 

Recap of Action Items:​
Summarize the key takeaways and action items from the meeting. Make sure each 
team member knows what they need to focus on in the coming week. 

Next Meeting Details:​
Confirm the date and time for the next weekly product team meeting. This ensures 
that everyone is prepared and aware of the next check-in. 
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