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 WEEKLY TEAM MEETING PROCESS: SAMPLEExample Process Letter



Owner:	CSA
Description:	Process for preparing for, conducting and following up after weekly team meeting
Meeting date: Every Monday at 10 – 11 a.m.  


	ACTION STEP
	WHO
	BY WHEN

	1
	Update the Weekly Team Meeting Agenda in preparation for Monday meeting.
· Add any weekly win or shout out, these can be your own or for someone else
· Update the status to reflect if a priority is Green = On track, Yellow = Issues to discuss, Red = Significant issues deadline in jeopardy
· Each team member adds their most critical issue for discussion to Top Issues and remaining issues to Remaining Issues

	Team Members
	End of day Friday

	2
	Attend meeting, remembering: 
· The meeting will start on time even if all team members are not present
· Be respectful, curious and work collaboratively to solve issues
· Team members are responsible for capturing their own next steps
· Meetings end on time, any remaining issue not discussed will be discussed in the next meeting or should be address in our 1:1 meetings

	Team Members
	Monday in meeting

	3
	Follow meeting agenda.
· Priorities status check (On Track, Issue, Warning) – 5 min
· Top Issues (1 per team member) – 30 min
· Remaining Issues (everyone else) – 25 min

	Team Members
	Monday in meeting

	4
	After meeting ends, all team members input their action items with due dates into Asana by end of day. 

PROCESS FORMS LIST
· Asana Project Card
	Team Members
	Monday after meeting








PROCESS TITLESimple Systems Template 1 Letter



Owner:	Insert Owner
Description:	Insert brief description
Timing/Freq: 	Insert details regarding timing or frequency
Other:		Add additional information or items here, delete if not needed


SECTION TITLE / HEADING
1. For processes that have specific steps, insert action step which should include who is responsible, when it occurs, and what’s needed to complete the steps.

SECTION TITLE / HEADING
· For processes where you are including information or details, but specific steps are not followed, use bullets to: 
· Add any relevant details or sub-steps here

SECTION TITLE / HEADING
· For processes that are designed as checklists, use checkboxes. 
· Add any relevant details or sub-steps here



At the bottom of your process, include a process forms list with necessary additional tools. 

PROCESS FORMS LIST
· Insert form title here 
· Insert form title here















PROCESS TITLESimple Systems Template 2 Letter



Owner:	Insert Owner
Description:	Insert brief description
Timing/Freq: 	Insert details regarding timing or frequency
Other:		Add additional information or items here, delete if not needed


SECTION TITLE / HEADING
	ACTION STEP
	WHO
	BY WHEN

	1
	Insert process step here
	Insert name
	Add due date or when it needs to be completed by

	2
	Insert process step here
	Insert name
	Add due date or when it needs to be completed by



SECTION TITLE / HEADING
	ACTION STEP
	WHO
	BY WHEN

	3
	Details
	Name
	Date / frequency

	4
	Details
	Name
	Date / frequency



PROCESS FORMS LIST
· Insert form title here 
· Insert form title here 
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