Team Meeting

Sample Agenda

1. Matters arising from previous meeting

2. Feedback from Management Group

3. Feedback from other internal meetings

4. Feedback from external meetings attended

5. Work updates from staff

6. Updates from/regarding users

7. Review of progress against action plan targets

8. Staff development opportunities

9. Other business from staff

10. Other business from manager

11. Any Other Business

12. Date of Next Meeting

