	Meeting Minutes
	Organization Name



	MEETING
	Monthly team meeting
	DATE
	Tuesday, January 12, 2027

	LOCATION
	Conference room B / video link
	TIME
	10:00 – 11:00 AM

	FACILITATOR
	Alex Morgan
	NOTE TAKER
	Priya Shah



01  ATTENDANCE
	Present
	Alex Morgan, Priya Shah, Chris Park, Taylor Brooks, Jamie Cruz

	Absent / regrets
	Morgan Ellis


02  AGENDA & DISCUSSION
	#
	TOPIC
	DISCUSSION
	DECISION

	1
	Review of last meeting's action items
	All items closed except the vendor contract (moved to February).
	Approve previous minutes as written.

	2
	Q1 goals and priorities
	Team agreed on three priorities: launch the new website, cut support response time to under 24 hours, and hire one support specialist.
	Website launch date set for March 9.

	3
	Budget update
	Spending is 4% under plan. Marketing requested an additional $2,000 for Q1 ads.
	Request approved pending finance sign-off.

	4
	Open floor
	Suggestion to move the weekly stand-up to 9:30 AM.
	Trial for one month.


03  ACTION ITEMS
	
	ACTION
	OWNER
	DUE
	STATUS

	☐
	Finalize website launch checklist
	Chris Park
	Jan 22
	Open

	☐
	Draft job post for support specialist
	Taylor Brooks
	Jan 19
	Open

	☑
	Send Q1 ad budget request to finance
	Alex Morgan
	Jan 14
	Done

	☐
	
	
	
	


04  NEXT MEETING
	When / where
	Tuesday, February 9, 2027 · 10:00 AM · Conference room B
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