Meeting Agenda Template
Meeting: Weekly product sync
Date / time: 2026-07-09 · 10:00–10:45
Objective: Decide Q3 launch scope
Attendees: PM, Eng lead, Design, QA
Pre-read: Q3 scope doc (link)

	Topic
	Owner
	Time
	Outcome needed

	Review last week's actions
	PM
	5 min
	Status

	Q3 scope options
	Eng lead
	20 min
	Decision

	Design readiness
	Design
	10 min
	Risks

	Next steps & owners
	PM
	10 min
	Actions

	Total
	45 min

	Decisions to capture
	Scope, owners
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