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Daily Meeting Structure
Rules:
1. Start at a specific routine daily time.
2. Arrange conference calls when people away from office
3. Disciplined person uses stopwatch to keep agenda on time
4. Chair person responsible for saying “Take this off-line”
5. Stand up – don’t sit down.
6. This meeting is about touching base, not about solutions – for solutions, go “off-line”


Quick Suggested Daily Agenda 5 – 15 Minutes
1.   2 – 5 minutes:
Each person gets up to 30 seconds:
What’s up. Specifics about activities, meetings, accomplishments, noteworthy news from customers?

2.   2 – 5 minutes:
Whole group looks at Company KPI numbers (or group/ division/ team numbers), e.g. website hits, number of proposals that went out, accounts receivable, average time spent getting contracts back on time… whichever numbers are applicable to that group.
Daily measurements/ indicators – day before and goal today.

3.   2 – 5 minutes:
Each person gets up to 30 seconds:
Where are you stuck? What’s the bottleneck? Who’s run into a roadblock? What can be done about it? Bit-Sized Chunks.
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