

Multi Team Collaboration Meeting 
(30–45 minutes)
Meeting Details
· Date:
· Time:
· Note-taker:
· Feeling Wheel

1. Welcome & Mission Check-In (5 minutes)
· Brief welcome
· Quick reminder of the mission or impact focus for the week
· Short win/success story from 1-2 teams

2. Program & Service Updates (6 minutes)
· Updates on each program 
· Key activities completed this week
· Upcoming events or deadlines
· Any urgent community needs

3. Team Updates & Coordination (12 minutes)
(1) Member from each team briefly shares concise updates (1–2 minutes per person):
· What they’re working on next
· What do we need to work on together? Specifically in Team Collaboration?
· Any roadblocks / support needed

4. Challenges, Risks & Support Needs (5–10 minutes)
· Operational challenges
· Resource, funding, or staffing gaps and brief problem-solving 

5. Action Items & Priorities for the Week (5 minutes)
	Action Item
	Responsible
	Due

	
	
	

	
	
	



6. Announcements & Reminders (3–5 minutes)
· Policy reminders
· Funding or reporting deadlines
· Training opportunities

7. Closing & Appreciation (2–3 minutes)
· Acknowledge team efforts
· Confirm next meeting date
· End on an encouraging note

Best Practices for Nonprofit Weekly Meetings
· Mission first: Always link work back to impact
· Time-boxed: Respect staff and volunteer capacity
· Inclusive: Invite input from all roles
· Action-oriented: End with clear next steps
· Supportive tone: Balance accountability with care

Optional Variations
· Hybrid teams: Use one shared agenda and rotate speakers
· Crisis weeks: Focus meeting on problem-solving only (15–20 min)



