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MAP Agenda 
Every Meeting 

 

 

Great leaders organize and facilitate effective, efficient, and inspiring meetings that transfer 

knowledge, provide accountability, make decisions, and confirm their team’s next bold moves!   

 

Meetings are led by listening leaders who respectfully manage the flow of information.  These 

leaders encourage dialog and avoid negative verbiage, body language, and facial expressions. 

 

See our Mastering Meetings training in Dave’s Charm School for additional training on how to 

have productive meetings.   

 

One piece of effective meetings that many people don’t do, or do poorly, is to define a productive 

agenda.  The agenda format makes it an effective tool, or not.  An efficient agenda schedules a 

balance of accountability, open discussion, and commitment to results.   

 

Everything you’re working to achieve, individually or as a group, is an effort to move from a Point 

“A,” which is where something is today;  to a Point “B,” which is where you want to be. 

 

 

 

 

We call these goals your TARGET destinations.  When you travel, you use a map to guide you.  It 

confirms where you want to go, how to get there, which is the route you take.  Today’s GPS tools 

also share additonal details that can be helpful, such as traffic, food or gas stops, how long the 

trip will take, and when you’ll arrive.  

 

A well-organized meeting agenda, even a simple one, is a MAP to help you reach each Point “B” 

that you’re striving to achieve.  The agenda is separated into three main areas, each with a start 

time.  These start times also enable you to end on time. 

 

M – Metrics (past - accountability on prior commitments) 

A - Adjustments (present - new information and open discussion) 

P - Plan (future – commitments to complete before next meeting) 

 

On the next page is our first example of a MAP agenda outline.  This one is for an individual. 

 

 

POINT A POINT B 
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M – Metrics (past - accountability on prior commitments) Start time:  9:00 a.m. 

1. Did I complete everything I committed to do in our last meeting, including my WIN? 

2. Did I meet or exceed all the metrics for my performance this past week based on my 

employee strategic plan TARGETs (goals) and Company standards? 

3. Did I demonstrate our mission, vision, and values? 

A - Adjustments (present - new information and open discussion) 9:15 a.m. 

1. Discuss projects 

2. Who needs my assistance?   

3. What are my needs? 

4. How do I make adjustments to stay on track?  

5. What’s going on?   

6. New ideas to consider 

7. New third-party and/or competitive data to consider 

P - Plan (future – commitments to complete before next meeting) 9:45 a.m. 

1. What is the plan for the upcoming week, and what should be delayed?  

2. Define my WIN’s for the upcoming week. (See 3 Lists below.) 

3. Schedule important work in my calendar. 

4. Schedule / confirm my next meeting date / time. 

 

 

You can add more information about the meeting to the MAP agenda if you like, particularly when 

the agenda is for a group meeting.  For instance: 

 

1. Date and time 

2. Location 

3. Attendees 

4. Who is responsible for each topic 

5. Confirm date, time, and location of the next meeting 

 

Here are some other considerations for your MAP agenda: 
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1. 3 Lists 
 

Focus is important.  One way to maintain focus when you have lots of ideas and priorities 

is to support your MAP agenda with three lists: 

 

  #1 Weekly W.I.N.s 

 

The acronym W.I.N. stands for What’s Important Now.  Joe Cram of Solid Networks 

in Modesto, California gave us that years ago.  Each week's WIN is comprised of 1-

3 activities to be completed WITHOUT FAIL during the week to move closer to 

achieving your TARGETs.  

 

Individually these activities may not fully achieve a TARGET, but collectively over 

time they help your reach your TARGETs and engage people in meaningful work.  

The regular completion of these 1-3 weekly activities works like compound interest 

to accelerate growth and build your career.   

 

KEY POINT:  A weekly WIN is not a to-do list that lives on forever in the Land of 

Procrastination.  You always have a task or to-do list (see List #2 below).  Keep that 

separate.   

 

There may be rare times when a WIN is intentionally postponed due to a crisis, but 

regularly not completing WINs on time indicates you have some bad time 

management habits to resolve.  If that’s the case, don’t delay.  Start to overpower 

those habits now, on your own or with a coach. 

 

Here are a few tips: 

 

▪ Each WIN contributes to achieving a TARGET, major resposibility, or 

metric you’re required to meet in your role. 

 

▪ Never define more than 3 WIN objectives in a week.  One WIN 

accomplished each week is fine.  Just complete whatever you set. 

 

▪ List your WIN in order of priority with due dates. 

 

▪ If you need reminders, then enter your WIN each week as a recurring 

calendar event at the start of your work days.  This is simple self-

accountability that takes less than 30 seconds to review. 

 

▪ Schedule time Monday-Wednesday to work on your WIN in your 

calendar.  If you fall behind, use Thursday-Friday to catch-up. 

 

 

http://www.solidnetworks.com/
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#2 Prioritized To-Do List 

 

Have a To-Do List of tasks and other activities you want to jump on after 

completing your WIN for the week.  Consider limiting this list to a maximum of a 

dozen items.  Everything else goes to the third list, your Parking Lot or Fridge list. 

 

Your To-Do List is fed by your Parking Lot / Fridge list, and by urgent new tasks 

that come up.   

 

#3 Parking Lot or Fridge 

 

Every idea, task, project, etc. not on your WIN or To-Do List is assigned to the 

parking lot list, or if you prefer the Australian metaphor, the fridge.  (The concept is 

you put something in the refrigerator and come back to it later.  It’s still fresh and 

valuable when you return to it within a reasonable timeframe.  If you delay too long, 

it may spoil / lose its value.) 

 

The parking lot / fridge list are the things you hope to get to someday, but they 

are not important and/or lack the impact of your WIN and prioritized To-Do List 

activities.   

 

Do you have a ton of ideas and never-ending lists of possible tasks or projects that 

are less important, but you want to be able to remember them someday?  One 

solution is to move beyond a list to creating a notebook in OneNote.  This allows 

you to organize ideas and tasks in sections and pages. 

 

2. Culture 
 

Another consideration for recurring meetings is to have a culture check-in.  We teach there 

are 4 Company Culture Cornerstones that define your organization. Accountability is the 

fourth cornerstone.  This is where 3strands Leaders hold people accountable to living out 

the first three cornerstones:  Your mission, which is why you’re in business or what’s unique 

about your company;  your values, which is how you do business;  and your vision, which 

is where your company is going or growing.   

 

It’s a wise move to start team and company meetings by reviewing your company culture 

cornerstones.  Then ask each person on your team to share a story of how they have lived 

out one of your values. 
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3. Results 
 

A third consideration is to design agendas so every meeting is to progress towards, or 

achieve results.  This is true even when meetings are to instruct or discuss a topic. 

Because results are important, the MAP agenda focuses the first part of the meeting on 

accountability.  What key metrics are you or the group trying to achieve?  What 

commitments were made that are due, or there should be a status update?   

 

For instance, some examples are: 

 

a) Sales – month-to-date and year-to-date 

b) New Clients 

c) Service updates 

d) Major client issues or projects 

e) Victories 

 

Consider what to remove from your agenda because the information can be emailed to 

people, or posted on a shared server to read, or completed.  Have people study materials 

before meetings.  Save valuable meeting time for accountability, open discussion, and 

committed plans to get to each of your TARGET Point B’s. 

 

4. Recognition 
 

A fourth meeting consideration is based on the third strand of 3strands Leadership, which 

is Sincere Gratitude.  Practice this by recognizing people in ways they prefer in front of 

their peers.  If it’s a small group, you may say something brief, specific, and sincere about 

each person. 

 

5. Initiatives 
 

A  fifth option, and a crucial one for some meetings, is to report on progress being made 

on your most important initiatives.  Consider delegating these reports to others in the 

meeting if they are leading the effort to achieve it. 

 

The format is a simple mini-MAP: 

 

a) What the initiative is. 

b) The key metrics that define success, and the status against each current metric.  

(Discuss metrics to be achieved in the future only if planning is needed.) 

c) Open forum on any issues. 

d) Confirm next steps, delegate responsibilities, and schedule follow-up 
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6. Hiring 
 

A sixth meeting consideration is a hiring status update.  If you are actively hiring a specific 

number of people by a certain time, then this easily fits into the Metrics portion of the 

meeting.   

 

Alternatively, this might fall into the Adjustments part of your agenda when you’ve 

communicated to the team about your needs and hiring status via email, software, or 

another way, but you need to discuss the situation to make a decision. 

 

Keep people informed of progress.  Recognize employees who recommended candidates. 

 

7. Open Forum 
 

A seventh option is to schedule time in the Adjustments phase of the meeting to consider 

ideas or topics outside of the primary agenda.  10-20 minutes is often adequate.  Any 

member of the meeting may request the discussion and propose a topic.  Or it may just 

be a standard item in the Adjustments / open discussion portion of certain meetings. 

 

8. Close 
 

The agenda’s start and close are the “experience bookends” for the meeting.  Start strong 

by being well organized, arrive early, and start on time.  Close strong with sincere 

enthusiasm, gratitude, and direction.  Some tips on how to close strong include: 

 

a) Confirm action items and people responsible 

b) Sincerely communicate one thing you gained from the meeting (Jeff only) 

c) Sincerely thank people for their participation 

d) Excited about what’s ahead 

 

The MAP agenda works with all types of meetings, professional and personal.   

 

 

Example #2 
 

On the next page is a second example full MAP agenda.  This one is for a weekly or biweekly 

recurring 1:1 (two people) or team meeting. 
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TIME LEADER MAP Agenda  |  DESCRIPTION 

9:00 a.m.  Leslie M - Metrics (past - accountability on prior commitments) 
1. WIN status (committed to complete at end of prior meeting) 

2. TARGET status in each person’s SP (SP = employee strategic plan) 

3. OPTION:  Standards of performance for the role 

4. OPTION:  Examples of living out our Company values 

5. OPTION:  Other commitments made at the end of the prior meeting 

9:20 a.m.  Sam A – Adjustments (present - new information and open discussion) 
1. Discuss project and other longer-term activities 

2. New information on products, clients, employees… 

9:50 a.m. Deborah P – Plan (commitments to complete before next meeting) 
1. WIN to complete before next meeting (3 maximum) 

2. Other action items, communication… 

3. Confirm date and time of next meeting 

4. Confirm necessary communication to occur before the next meeting 

 

 

Contact us if you have any questions:  info@Manage2Win.com. 

 

 

 

 

_____________________________________________________________________________________________________  

 
 

DISCLAIMER 

This document is intended for general information purposes only, is not intended to be a substitute for legal advice or 

to provide legal guidance of any kind whatsoever, and should not be used as the sole basis for consideration of 

employment or employee discipline.  If legal advice or other expert assistance is required, the services of a competent 

professional should be sought.  It is your sole responsibility to review and edit this document to confirm it is consistent 

with your company culture objectives, state/province laws, and federal laws. 

 

You are welcome to use this document internally within your company according to the terms in which it has been 

provided to you.  Contact us if you have any questions:  info@Manage2Win.com or (877) 452-7101 
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