
Team
Project Check-In Meeting
Stay on target for key projects with this meeting template to keep the team in sync
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Our Objective
Reiterate the objective of the project

Deadlines/Milestones
Include in the agenda high-level milestones

Project Update Roundtable
· Name

· Summarize 1-5 updates here in the agenda

· Name

· Summarize 1-5 updates here in the agenda

Roadblocks & Risks
· Where are you blocked? How can the team help?

Next Steps
· @name Task by DUE-DATE
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For more great meeting templates or to learn more about Hugo – 
better meetings through centralized, actionable notes, connected to your work apps, visit hugo.team
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