Team Stand‑up Notes
administrativeassistant.net
Daily/Weekly Stand‑up Meeting Notes
	Field
	Details

	Team
	

	Date
	

	Time
	

	Facilitator
	



Attendees
· ☐ Name – Present/Remote
· ☐ Name – Present/Remote
· ☐ Name – Present/Remote
· ☐ Name – Present/Remote

Individual Updates
Repeat the following structure for each team member.
[Team Member Name]
Yesterday / Last Week
· …
· …
Today / This Week
· …
· …
Blockers / Issues
· …
· …

Team Metrics
	Metric
	Value

	Sprint progress (%)
	

	Completed tasks
	

	In progress
	

	Blocked
	

	To do
	



Key Blockers Requiring Attention
1. Issue: … • Owner: … • Action: …
1. Issue: … • Owner: … • Action: …

Decisions Made
· …
· …

Action Items
	Action
	Owner
	Due Date

	
	
	

	
	
	



Parking Lot
(Items for future discussion)
· …
· …

Next Stand‑up
	Field
	Details

	Date
	

	Time
	

	Location
	


Notes prepared by: _____
