Weekly Ops Review Agenda
A 30-minute meeting format for tiny teams that turns scattered updates into decisions, owners, and follow-through.
OpsKit Library — editable operating template
Meeting setup
Team: ________________________________
Date: ________________________________
Facilitator: ________________________________
Decision owner: ________________________________
Notes owner: ________________________________
Agenda
	Time
	Topic
	Question
	Output

	5 min
	Wins
	What shipped or got unstuck?
	Recognition

	10 min
	Blocked work
	What is stuck and why?
	Owner/action

	10 min
	Decisions
	What is waiting on a call?
	Decision recorded

	5 min
	Capacity
	Who is overloaded or under-supported?
	Adjustment

	5 min
	Commitments
	What are the top 3 actions?
	Owner/date


Action register
	Action
	Owner
	Due
	Status
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