
Module Five
Find A Rhythm

EXERCISE OVERVIEW

Congratulations! You now are on your way to having a well-thought out plan for your 
business. The challenge you face now is execution. Unless you plan on doing this all on 
your own you will need to have your team onboard.

This module is about helping you get in the rhythm of having lay out an effective 
communications plan with your team. Effective implementation of the plans you have 
created require effective communication with the people responsible for making it 
happen. Anything less will not get you the results you are expecting.

In this module you are going to formulate agendas for several different types of meetings 
so your meetings are more effective and precise, and your team will participate more and 
walk away more informed and ready to perform their tasks.

In order to do that, you need to...
• Establish a rhythm of structured meetings that meet the demands or your business
• Set agendas so participants know what to expect and what’s expected of them
• Be repetitive

The idea behind having an effective meeting rhythm is to reduce the robbing of time and 
productivity when people feel they don’t have the information or resources to do their 
jobs.

EXERCISE INSTRUCTIONS

Expect to invest 30-45 minutes to complete the exercises in this module. In just that 
amount of time you’ll have an idea about how you will implement into your business 
short, punchy meetings with structure, time limits and a specific agenda.

To get the most from this exercise turn off your phone, disconnect from your email, and
find a quiet place where you will not be disturbed.



Exercise 1
WHY MORE MEETINGS. Before putting you on task to create schedules and agendas for your 
meetings, let’s first be clear on this one point: we’re not talking about the kind of wide-open, 
poorly defined meetings many of us have endured.
Instead we’re talking about short, punchy meetings with structure, time limits and a specific 
agenda you will implement into your business.
If you’re still not totally convinced frequent meetings necessary, here’s why:
• Meetings are more effective than 1 on 1 conversations and take time pressure off the leader
• Effective meetings improve accountability through peer pressure
• Effective meetings increase pace of decision making and deliverables
• Effective meetings get your entire team’s brains focused on an issue
• Effective meetings allow you to frequently repeat the priorities you have for the business

TWO ESSENTIAL MEETINGS. At the heart of a smooth running business is a rhythm of tightly 
run daily, weekly, and monthly meetings - all of which happen as scheduled, without fail, and with 
specific agendas.
1. Daily Meetings - this is a 5-15 minute daily huddle that focuses on quick communication 
among the entire team on the issues at hand for the day. In a small business it should include the 
entire team, and in larger companies huddles should occur among work teams. Make on-time 
attendance mandatory, no excuses. Team members not regularly in the office can join by phone. 
Avoid meeting in a conference room or getting comfortable. Stand up or perch on stool. It’ll help 
keep the meeting short. Most importantly, start and end the meeting on time and don’t problem 
solve.

Daily Huddle Structure

Focus:  Issues at hand for the day; identify any bottlenecks

Quick Daily Agenda - 5-15 minutes
2-5 minutes -  What’s up? Specifics about activities, customers, meetings, 
   accomplishments, noteworthy news, etc.
2-5 minutes -	 Daily measurements. How we did yesterday and our goal for 
	 	 	 today
2-5 minutes - Where are you stuck? Where’s the bottleneck? Any roadblocks? Short 
   discussion during meeting that could lead to additional discussion 
   among individuals after the meeting

When is your daily huddle going to be?
What specific agenda items will you need to add?



2. Weekly Meetings - this is a 30-60 minute meeting with a different purpose and a different 
agenda than daily huddles. Weekly meetings are intended to be more issues-oriented and 
strategy-focused. This will not be the case though if you’re not having daily huddles where you 
clear up a lot of the outstanding issues that would otherwise bog down the weekly meeting.
It’s in the weekly meetings where key business strategies are discussed, and action plans are 
reviewed and revised. This will be the meeting where you will dig deeper to solve operational 
issues uncovered during the daily huddles.
It’s during the weekly meetings where a large business priority can be discussed. Use the 
collective intelligence of the entire team to drill into a big issue and help define the next steps in 
an action plan. It’s also a time when a team member responsible for a project can update the 
team and solicit feedback.
These weekly team meetings are the building block for implementing your action plan. To make 
these meetings as effective as possible it’s suggested to schedule them before a critical time 
deadline, either before the day starts, at lunch, or before closing. With a time deadline the 
meeting is more apt to end as scheduled.

Weekly Meeting Structure
Focus:	 Keep team aligned with business strategies; use collective intelligence to 
	 	 solve issues; identify ways to improve systems and customer experience

Suggested Agenda - 30-60 minutes
5 minutes -  Good News. Have everyone in the group share a business and 
   personal good news story from the past week. It’s a good ice 
   breaker and gets everyone participating immediately.
10 minutes - The Numbers. Report the numbers for the previous week and 
  month to date. Present graphs if you have them. Don’t get hung up 
  in conversation, but spot the trends.
10 minutes - Issues/Bottlenecks. Identify and discuss any recurring issues or 
   concerns that the team or its customers are facing day in and day 
   out. Don’t get too hung up in conversation. Identify the issue and 
   explore next steps.
30 minutes -	 Take On A Topic. Use the collective intelligence of the group to dig 
	 	 	 deeper on a larger topic. This could be a high priority strategy that 
	 	 	 needs to be discussed, or a bottleneck identified earlier. Use this 
	 	 	 time to keep the team aligned with the business purpose and goals 
	 	 	 and finding ways to continuously improve.

When is your weekly meeting going to be?
What specific agenda items will you need to add?



Monthly/Quarterly/Annual Meetings - As a business grows and managers are more involved it’s 
necessary for the business owner to rely on the management team to help direct strategy and 
focus. 
It’s during these 2-4 hour meetings, usually held off-site to minimize disruptions, where the 
extended management team gathers to review the progress everyone is making on their priorities, 
to review financial data, to discuss what’s working and what’s not working, and to make the 
appropriate adjustments. It’s also a good time for the team to do a couple hours of specific 
training.
For most small business owners though, just implementing the daily huddle and weekly meetings 
will help to drive more consistent execution in the business. When it comes to strategy decisions 
in small businesses, the business owner is left to figure it out on their own. 
The time you’re investing on this plan is part of that strategy time. You are carving out time to 
work ON your business and in the process building a strategic plan to drive the business and lead 
your team.

FINAL WORD ON MEETINGS. You are going to get push back from team members who feel 
these meetings are a waste of time. The fact is though, effective meetings actually save time. 
When communication is frequent and clear there’s no excuse for someone not knowing. Meetings 
reduce the amount of running around to find answers when most the answers were discussed in a 
meeting.
The key to running effective meetings is establishing a rhythm. What may have seemed a wast of 
time will soon become a habit where most people will look forward to it and even feel like they 
can’t function properly without it.
And one last thing, do what works best for your business. No matter the size of your business 
give the daily huddle a try and stick with it. It’s an invaluable business strategy when done well. I 
can see where some small businesses who execute a great huddle everyday may not need to 
meet weekly. If that’s you then have the weekly meeting every other week, but don’t wait and 
meet as a team just once a month. That’s too long between meetings and will turn that meeting 
into something we’re trying to avoid in creating this meeting rhythm.
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Use this calendar to map out the times for your meetings
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Meeting Stew…
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• Properly utilized meetings are 
actually time savers 
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  Rx #1:  Build Structure First.



Notes

  Rx #2:  And Build Reliability.

  Rx #3:  Lather. Rinse. Repeat.


