Weekly management meeting agenda
Date: 
Length: 75 min
Chair: 
Notes by: 
Due the day before: Scorecard numbers and issues list
	Item
	Owner
	Time
	What we need to leave with

	Scorecard review
	Each number's owner
	10 min
	Every number marked on or off track. Off-track ones added to issues.

	Last week's action items
	Chair
	5 min
	Done, rescheduled or needs confirming

	Headlines
	Everyone
	5 min
	One-line news the group should know, no discussion

	Cross-team issues, in ranked order
	Chair
	40 min
	A decision, or a named decider and date, for the top issues

	People items
	Chair
	5 min
	An owner for each hiring or staffing action

	What to cascade
	Chair
	5 min
	Two or three messages every manager will share

	Action items read-back
	Notes taker
	5 min
	One owner and a date each
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