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TEMPLATE - PRACTICAL RESOURCE

Weekly Meeting Template
Pack

This template pack helps teams choose a clear structure for
planning, reviewing progress or solving problems.

Tap to type or tick. Tap outside a field when finished, then save a copy.

6 Template 1: Planning Meeting

Use this template when looking ahead-deciding what to work on, who's
doing what, and how to spend your time over the coming week or sprint.

Context (5 minutes)

UPDATES FROM OTHER TEAMS, CUSTOMERS, OR CHANGES AFFECTING PRIORITIES

Capacity and Commitments (10 minutes)
ROW 1

TEAM MEMBER

EXISTING COMMITMENTS
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AVAILABLE HOURS

ROW 2

TEAM MEMBER

EXISTING COMMITMENTS

AVAILABLE HOURS

ROW 3

TEAM MEMBER

EXISTING COMMITMENTS

AVAILABLE HOURS

ROW 4

RiOrganise - Work made clearer 2/11



INTERACTIVE PDF

TEAM MEMBER

EXISTING COMMITMENTS

AVAILABLE HOURS

Priorities for This Week (15 minutes)

0 Aim for 3-5 things that need to happen this week. Check they're
achievable given capacity.

ROW 1

PRIORITY

OWNER

NEXT ACTION

ROW 2
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PRIORITY

2.

OWNER

NEXT ACTION

ROW 3

PRIORITY

3.

OWNER

NEXT ACTION

ROW 4

PRIORITY

4.

OWNER
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NEXT ACTION

ROW 5

PRIORITY

OWNER

NEXT ACTION

Potential Problems (5 minutes)

WHAT MIGHT GO WRONG? DEPENDENCIES, APPROVALS NEEDED, OR RISKS TO FLAG

Template 2: Review Meeting

Use this template when looking backwards-checking what got done, what
didn't, and what you've learned that might change how you work going
forward.

What Was Supposed to Happen (3 minutes)
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RECAP LAST WEEK'S PRIORITIES

What Actually Happened (15 minutes)
ROW 1

ITEM

STATUS

NOTES

ROW 2

ITEM

STATUS

NOTES
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ROW 3

ITEM

STATUS

NOTES

ROW 4

ITEM

STATUS

NOTES

ROW 5

ITEM
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STATUS

NOTES

Variances and Reasons (15 minutes)

WHAT CAUSED THE GAP BETWEEN PLAN AND REALITY? WHAT TOOK LONGER OR WAS

Lessons and Changes (10 minutes)

WHAT SHOULD WE DO DIFFERENTLY? LIST 1-3 CONCRETE CHANGES TO IMPLEMENT

What Went Well (5 minutes)

WHAT WORKED? WHAT SHOULD WE REPEAT?

Template 3: Problem-Solving Meeting

Use this template when you have a specific problem that needs collective
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thinking-not planning or reviewing, but actually solving something that's
stuck right now.

Define the Problem (5 minutes)

STATE THE PROBLEM AS SPECIFICALLY AS POSSIBLE

Gather Information (10 minutes)

WHAT DO WE KNOW? DATA, PREVIOUS ATTEMPTS, WHO'S AFFECTED

Generate Options (10 minutes)

° List all possible solutions without judging them yet. Get ideas out
first, evaluate later.

POSSIBLE SOLUTIONS (NO FILTERING AT THIS STAGE)

Evaluate and Narrow (10 minutes)

ROW 1
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OPTION

FEASIBILITY

LIKELY IMPACT

ROW 2

OPTION

FEASIBILITY

LIKELY IMPACT

ROW 3

OPTION

FEASIBILITY

RiOrganise - Work made clearer 10/11



INTERACTIVE PDF

LIKELY IMPACT

Decide and Assign (10 minutes)

CHOSEN APPROACH TO TRY FIRST

OWNER

WHAT DOES SUCCESS LOOK LIKE?

REVIEW DATE
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