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1 DailyJump Start Five-mi nute meeting stand-up meeting
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Weekly Operational Review

Monthly Plaming
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1 Strategic Off-site Strategy
1
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Amual Alignment Team-building

FACILITATOR OR CHAIRMAN

TOPIC LEADER / PRESENTER

MINUTE TAKER / RECORDER

Held at the start of every day Daily schedul esand activities shared Conducted
standing up Administrative matters ONLY Nevercancelled

60-90mi nutes | ong Budgets, dollars, graphs, charts, project plans, and
mil estoresWeekly activities and metrics reviewed Tactical obstacles and issues
resol ved D oes not include admi nistrative or strategic discussiors t

Maybe 90 minutes to two hours | ong Big-picture, visionary, product ideas;
creativeendeavors Critical issues affecting | ong-termsuccess discussed,
analyzed,brairstormed, and decided on

industrial trends, competitive landscape, key personrel, team devel opmert
reviewed Heldoutside the office to avoid distractions

initiativesVisiors reinforced Marketing campaigrs presented Products and
compary i magepromoted

someone who hel ps a group of peopleunderstand their commonobjectives and
assists themto planto achieve themwithout taking a particul ar positioninthe
discussion

he or she is another manager or empl oyee who will provide the facilitator with key
informationabout a specific topic fortheagenda. 5

he or she captures the essence of what wasdiscussed at the meeting. He/she does
not record corversations words for word.He doesn't need to know the name of all
participants.
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he or she supports the meeting by keeping track oftime and keeping the meeting on
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1 schedule
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The most basic formmay be blark pieces of paper, uponwhich each voterwrites
Close/ S  votireF " only his or her choice. Without revealing the votes to anyore, the voter would fold
ose/ secret volirghragme the ballot paperand place it into a sealed box, whichis emptied |laterfor

courting.
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1 FULL TIME PARTICIPANTS 1 those who have to stay the whol e meeting. 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 are those who do not stay the whol emeeting. They canstay only during their 1
1 PART TIME PARTICIPANTS 1 . . . !
1 1 presentationof a particularitem 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
i
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 al soknown as protocol s or, i nformal ly, notes, are the instant writtenrecord ofa 1
1 MINUTES 1 . . !
1 1 meeting or hearing 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
i
1 1 1
1 1 1
1 1 1
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1 AGENDA 1 Alist or program of things to be dore or corsidered; it is a planof the meeting !
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
H H !
|
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
! VOTING 1 is avery commonway of reaching a decisionpeacefully !
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
H H !
F- -~~~ """ TS TTTT ST TTT TS ST m e T s m e e e 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 Opery Public voting 1 voting methods include raising a hand to indicate a vote 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1
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1 A quorum is the minimum number of members who are about to vote 1
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1 BALLOT 1 a system of voting secretly and inwriting ona particul arissue. 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
1
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1 BALLOT BOX 1 a sealed boxinto which voters put completed ballot papers. 1
1 1 1
1 1 1
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1 DEFINE 1 to state precisely the meaning of (words, terrs, etc) 1
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1 DEVELOP 1 . . !
! 1 to elaborate or work out indetail !
1 1 1
1 1 1
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1 1 1
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H H !
|
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! 1 to settle ordecide (a dispute, question etc.) by anauthoritative orconcl usive !
1 DETERMINE 1 . 1
1 1 decision 1
1 1 1
1 1 1
1 1 1
1 1 1
1 1 1
H H !
F- -~~~ """ TS TTTT ST TTT TS ST m e T s m e e e 1
1 1 1
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1 1 something that ore's efforts or actiors are intended to attainoraccomplish; 1
1 OBJECTIVE 1 1
1 1 purpose; goal ; target: 1
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a personwho is presert at a specific time or place: 1
1
1
1
1
1
1
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a series of things to be dore or of everts to occur at or during aparticul artime or

SCHEDULE .
period:
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SMALL TALK light conversation; chitchat. 1
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1
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