
MEETING FORMATS & AGENDAS 

Meeting Formats: 

• The daily huddle.  A 5-15 minute meeting to discuss tactical issues and provide updates.  

• The weekly meeting. A 60-90 minute discussion to review progress on the quarterly priorities 
and address one or two main topics. 

• The monthly management meeting. A2-3 hour meeting, in which all senior, middle, and 
frontline managers come together to learn and collaboratively address one or two big issues. 

• The quarterly and annual planning meetings. A 1 day offsite meeting where leaders establish 
the next quarterly and/or annual theme.  

 
The Difference Between The Daily Huddle And Weekly Meetings  
The daily huddle is for everyday issues and updates that pop up. You go in, share, and you’re out — 
this way everyone is informed on what’s happening. You don’t want to go into a weekly meeting trying 
to address issues that have accumulated over the week.  3 questions to ask daily: 
 

1. What’s Your Priority 
2. Where are you stuck 
3. What’s the number (the daily metric that we have agreed to be recorded) 

 
 
Weekly Meetings 
Weekly Meetings focuses on your #1 Priority and the projects supporting that mission. 
 
In this meeting, you want to get the input of the team for 30 to 60 minutes on one or two important 
topics. This gives your company an opportunity to resolve 50 to 100 important things in a year and 
bring you closer to your #1 Priority. 
 
The Agenda  

• 5 minutes: Big Win Share. 

Sharing good news — both professional and personal not only creates a positive start to the 

meeting, but also lets people connect on a human level with one another. 

• 10 minutes: The priorities – Workflow, Pipeline, Work In, Deadlines & Resources 

Review the status of your pre-set priorities and discuss any gaps in progress. Also review any 

metrics not reported in the daily huddles. 

• 10 minutes: Customer Services & Issues and Team Feedback Issues 

This is the time to review specific feedback from customers and employees. What issues are 

cropping up day after day? What are people hearing? 

• 30 to 60 minutes: Key Focus Areas 

Focus only on one or two key topics. You can either pick your topic based on patterns and 

trends from the daily huddles, progress on your priorities/theme, feedback from your 

employees and customers, and/or the opportunities and challenges that have surfaced. 

 
Who, What, When (WWW) 
Just before the meeting ends, take a few minutes to summarize, “Who said they are going to do 
What, and When,” and email the notes to everyone. This makes sure everyone is on the same page. 
 
 
 
 
 

https://blog.growthinstitute.com/scale-up-blueprint/daily-huddle


MEETING FORMATS & AGENDAS 

Partner Management Meetings  
 
The Agenda: 

• Review of Actions Forward 

• Strategic Alignment with 100 Day Plan for next 30 days 

• Key Project Review & Troubleshoot 

• Overall Worklflows and Cashflows including WIP /Debtors 

• Quick Win Opportunity Identification 

• Team Recruitment Resources and HR 
 
Tips to Keep Things Smooth Sailing 

• The Schedule — Make sure to schedule the meeting for the same time and place each week. 

• Set aside 30 minutes for frontline employees, 60 to 90 minutes for middle and executive 
teams. 

• For teams that are remote, make sure everything you need for a clear conference call is 
working smoothly so you don’t waste precious time during the meeting. 

• Pick one day a week for all your meetings instead of spreading it out throughout the week.  

• Ideally weekly meetings will end right before lunch or happy hour so executives can have a 
more informal setting in which to discuss issues that surface during the structured part of the 
meetings.  

 
 


