
Best Practices
for Effective

Meetings



Guiding Principles of Effective Company Cadences

2. Creating
Stretch

1. Radical Personal
Accountability

3. Tracking
Commitments
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Outcomes of Effective Meetings
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Develop radical 

personal accountability

Identify patterns and 

trends

Create good process

and flow on the team

Culture of continuous 

improvement

Get true commitment 

by asking, not telling

Remove obstacles and 

provide resources



Drivers of an Effective Meeting

1Confidential | © ALTA Consulting, LTD. All rights reserved. |  www.ALTAConsulting.ca

Criteria Outcomes

Develop

Execute

Motivate

Structure and
Administrative

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

 ✔

Are we talking about the
right things?
Is the time being spent
wisely?
Are roles defined?

Are we celebrating wins?
Are collaboration and new
ideas encouraged?

Is the customer top of mind?
Is participation coming from
everywhere on the team?

Are we measuring progress
with data? Do we have
evidence to support our
actions?
Are Action Items being
captured?
Are we executing on our
priorities?

 All bases covered.

 ✔ Targets achieved.
 ✔ Course correction is
possible.
 ✔Commitments have
follow through.

 ✔ Individual growth.
 ✔ Connection between
individual efforts and team
success.

 ✔ Team is fully motivated
and energized to execute.
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Meeting about Metrics Maturity

1

Analogy

Structure

Expression

Attributes

Estimated
Time in
Stage

Recording
Platform

Level 1

Crawl 

Level 2

Walk

Level 3

Run

Spreadsheet

2-3 months (1 quarter)

“Recording, not reporting.”

1-2 months

“Reporting, not solving.”

Custom Digital Dashboard

Central document/system that lists each KPI
Change in metrics captured (week to week, month to month, etc.)
Each KPI owner takes a turn sharing their most recent KPI measure

“Solving and deciding.”

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

❏

Figuring out ways to measure
relevant KPIs
Establishing baseline
measures around KPIs
Reviewing just the metric with
minimal discussion about
cause and effect
Little to no discussion about
improving KPI in the meeting
(can be reviewed offline with
just relevant stakeholders)

Process for measuring
KPIs established
Baselines emerging for
some or all KPIs
Some discussion about
cause and effect (what is
driving the change week
to week; m-t-m)
KPI wonder shares
thoughts on actions that
can improve the KPI
between cadences

Measurement of KPIs
semi or fully automated
Baselines established for
all KPIs
KPI owner shares
thoughts on cause and
effect (think “what
should I
start/stop/continue?”)
Other team members
provide ideas/offer help
on how KPI owner can
improve between
cadences
Smaller weekly meetings
set up with relevant
stakeholders to dig
deeper on KPIs (sales
pipeline 
meetings, delivery
pipeline meetings, etc.)

∞

https://www.infinitysymbol.net/


Combining Strategy
and Execution

ALTA Consulting is a boutique management consulting firm 
that helps companies engineer more revenue. ALTA specializes in
working with small to mid size organizations that are looking to 
establish or grow sales and marketing teams.

4936 Yonge St, 
Suite 801,

Toronto, ON
 

1.647.206.4274
 

https://www.altaconsulting.ca
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