
MODULE OVERVIEW · STANDARDIZED MEETINGS

Meetings that produce
outcomes, not just notes.
From the Tier 1 huddle at the board to the monthly review: a standard agenda, actions
captured on the spot, attendance on record. Every meeting runs the same way.

Most meetings were a waste

Most meetings ran without an agenda and ended
without clear next steps. Actions from last time?
Nobody tracked them. Follow-through depended
on someone remembering to send an email.

They don't have to be

Every meeting follows a standardized agenda.
Actions are assigned with owners and deadlines
before anyone leaves. The next meeting opens
with a review of what was promised.

Same structure, every meeting Actions assigned before it ends

Minutes shared in one click Open items reviewed next time
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Tier 2: Molding Area

Leader  J. Mitchell Period  Week 14 Time  08:15-08:30
Location  Molding area board Type  Tier 2 Frequency  Daily

Purpose  Resolve what Tier 1 teams cannot: escalations, support, priorities

Agenda 15 min total

SQDIP by press: red metrics only 4 min

Issues escalated from Tier 1 4 min

Cross-functional support needed 3 min

People and priorities for today 2 min

Overdue actions, escalate to Tier 3 2 min

Attendees
JM J. Mitchell 100%

AP A. Patel 96%

SR S. Rivera 88%

NW N. Weber 92%

CF C. Fischer 83%

Key Decisions
Press 3 scrap is red for the third day: open a root cause analysis.
Maintenance takes the Press 2 hydraulic leak, fixed before second shift.
Escalate the resin shortage to Tier 3: purchasing has to decide.

Actions
Open RCA on Press 3 scrap Apr 3 AP

Repair hydraulic leak on Press 2 Apr 2 SR

Move one operator from Press 1 to 3 Apr 2 CF

Bring resin shortage to Tier 3 Apr 2 JM

Prepare Review Decide Follow up
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What you get

Everyone comes prepared
Standardized agendas set expectations before the
meeting starts. Participants know what's on the table and
what they need to bring.

Tier 2 · Tuesday 07:15

1 Safety Chen · 5 min

2 SQDIP Park · 10 min

3 Actions all · 10 min

sent Monday

everyone knows
what to bring

Actions that stick
Captured during the meeting, assigned to an owner with
a deadline. They stay on the meeting's action list until
done, so next time starts with them. No follow-up emails
needed.

Action · fix jig #4
captured in the meeting JP

owner

21 Oct
due

next
reviewed

in the room one week closed, no chasing e-mail

Meetings that respect time
Built-in timers keep discussions focused. Structured
agendas prevent scope creep. Meetings end when they
should.

30-minute agenda

5 10 10 5

09:00 09:30
timer: 3 min left

the meeting ends when it should

Attendance that's visible
Mark each person present, excused or absent. The
meeting history shows attendance per person, also year
to date. Accountability starts with presence.

Tier 1 Mon Tue Wed Thu Fri

MC 5 of 5

JP 3 of 5

AL 5 of 5

Try it in your next tier meeting.
Ask for a demo and a free 14-day trial.
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