Minutes of Weekly Review Meeting
The weekly review meeting was convened on 7 October to discuss the upcoming product launch and associated logistical requirements. The primary objective of the session was to align on key dates, pricing distribution, and venue procurement across all regional hubs.
The committee engaged in a comprehensive review of the current project timeline, identifying several critical path items that require immediate attention. Discussions centered on ensuring that all marketing collateral is synchronized with the revised logistics schedule to prevent any operational bottlenecks during the rollout phase.
Attendance
The following individuals were present during the meeting and participated in the deliberations:
Priya
Rahul
Anil
The meeting commenced with a formal opening statement by the presiding officer, who welcomed all attendees and outlined the agenda for the session. It was noted that all key department heads were represented to ensure cross-functional alignment on the discussed objectives.
1. Decisions
During the proceedings, the committee deliberated extensively on the feasibility of the current launch window given the supply chain constraints. After evaluating the risks associated with a premature rollout, the following key decision was reached:
The launch of the pun will be rescheduled to 1 November.
This adjustment is intended to provide sufficient buffer for quality assurance checks and to ensure that all distribution channels are fully stocked prior to the public announcement.
Action Items
	Action Item
	Owner
	Due Date

	Send the revised price list to all dealers
	Rahul
	10 October

	Update the launch plan and share it
	Priya
	15 October

	Book the venue in Pune
	Anil
	20 October
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