	YOUR COMPANY NAME
Meeting Agenda
Weekly operations meeting



	Date
	Tuesday, November 10, 2026
	Time
	10:00 – 11:00 AM

	Location
	Conference Room B / Video link
	Facilitator
	Jordan Lee

	Note Taker
	Sam Patel
	Attendees
	Operations team



MEETING PURPOSE
Review last week’s results, agree priorities for the coming week and resolve open issues.

AGENDA ITEMS
	#
	Time
	Topic
	Owner
	Outcome

	1
	10:00
	Welcome and review of previous actions
	Jordan
	Update

	2
	10:05
	Weekly sales and order figures
	Priya
	Information

	3
	10:20
	Warehouse staffing for the holiday season
	Marcus
	Decision

	4
	10:35
	Customer service backlog
	Lena
	Discussion

	5
	10:50
	Any other business
	All
	

	6
	10:55
	Summary of actions and next meeting
	Jordan
	Actions

	
	
	
	
	

	
	
	
	
	



PRE-READING AND PREPARATION
•  Sales dashboard for week 45 (shared drive)
•  Holiday staffing plan draft v2

ACTION ITEMS
	Action
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	



	Next Meeting
	Tuesday, November 17, 2026 at 10:00 AM








