
A template for briefing teams/groups

	Meeting date


	Top news item



	Company news


	Business performance update



	
	Key promotions/marketing activity



	Team news/development


	Team focus this week



	
	Team focus this month



	Forthcoming dates
	Answers from last week


	HR reminders / admin

	
	Questions this week


	


	Team brief delivered by:

Dept./Area

Number of employees present:
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