
FIRST-TIME
LEADER

Milestone Management Process:
Leader conducts a weekly or bi-weekly Milestones Management Meeting with team.

Prior to Milestones Management Meetings:

Each team member submits his or her updates.

Designated person compiles and circulates updated milestones in advance of the meeting.

At Milestones Management Meetings:
First part of the meeting: 

Each team member gives a five-minute update in the following format: most important wins, most important learnings, areas where he or she needs help.

Midpoint of the meeting:

The leader orders topics for discussion in order of priority.

Second part of the meeting:

Group discusses priority topics in order, spending as much time as necessary on each topic.

The remaining topics are deferred to the next milestones management meeting or a separate meeting. Key items are updated and communicated.
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