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LAUNCH PROCESS
Sample Agendas

This framework outlines the meetings included in the LAUNCH planning process from inception through execution.

Each meeting is designed to address specific aspects of the strategic plan, from setting the vision and long-term goals to tracking short-term priority progress and critical issues. 
By following this framework, organizations can create a cohesive strategy that not only defines their direction but also provides the tools and processes necessary to achieve it.
This document introduces the LAUNCH Meeting Framework by detailing the purpose and structure of each meeting within the strategic planning process. 
Included are sample agendas for each meeting, offering practical guidance on how to conduct these sessions effectively.  
Whether you are kicking off a new strategic initiative or refining an existing plan, the LAUNCH Meeting Framework provides a comprehensive roadmap to ensure that your organization remains focused, agile, and poised for success.
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LIMITLESS

LAUNCH
STRATEGIC PLANNING PROCESS

Streamlines transparency and accountability into an effective model for defining and achieving goals.

Use LAUNCH to create a clear roadmap:

· Clarify your 10/3-year vision
· Set annual business goals, objectives, and priorities
· Create a consistent, disciplined structure
to ensure clarity, alignment, and accountability for meeting business goals



YOUR FIRM NAME
Business LAUNCH Process
Framework & Materials

Below is a breakdown of the recommended LAUNCH meeting framework for Your Firm Name:

Firm Level Meetings

· Annual Strategic Planning Meeting
· Duration: 1-2 days 
· Attendees: All team 
· Purpose: To set the company’s annual strategic plan, align on long-term goals, and establish the key initiatives and metrics for the year.

· Quarterly Business Review
· Duration: 4-6 hours
· Attendees: Partners + Managers
· Purpose: To review the previous quarter, solve issues, and set BIGs (quarterly priorities) for the next quarter.

· Quarterly Business Update
· Duration: 45 minutes
· Attendees: All team
· Purpose: To update the team on the state of the business, pause for celebrations, acknowledge/address challenges, review progress on quarterly business priorities (by group), and clarify goals and priorities for the coming quarter.  

· Quarterly/Monthly Partners Meeting
· Duration: 90 minutes
· Attendees: Partners
· Purpose: To discuss strategic business plan progress, identify and solve executive level issues, and foster partner alignment and accountability.

· Monthly Management Meeting
· Duration: 2 hours
· Attendees: Partners + Managers
· Purpose: To review monthly progress, address issues, and ensure the company is on track to meet its quarterly and annual goals.

· Bi-weekly Group Meetings 
· Duration: 60 minutes
· Attendees: Partner/Group Managers + Team (as assigned)
· Purpose: To actively manage ongoing operations and ensure time and focus on strategic business initiatives that support annual business goals.  

Group Level Meetings

· Quarterly Connect
· Duration: 30-45 minutes
· Attendees: Manager + Team Member, Leader + Group Manager)
· Purpose: A one-on-one meeting between a manager and a team member to ensure alignment, review performance, and set expectations for the next quarter.

· Bi/Weekly Group Meetings
· Duration: 60 minutes
· Attendees: Manager + Group Team Members
· Purpose: To address and progress work on quarterly priorities, identify roadblocks, solve issues, and maintain alignment.  


YOUR FIRM NAME
Annual Strategic Planning Meeting

Duration: 	1-2 days

Purpose: 	To set the company’s annual strategic plan, align on long-term goals, and establish the key initiatives and metrics for the year.

Attendees: 	All team 

2-DAY AGENDA (abbreviate for 1-day agenda)
· Day 1 focuses on strategic vision, reflection on the past year, and aligning the leadership team around the long-term goals and core values.
· Day 2 shifts to tactical planning, setting goals and priorities for the upcoming year and quarter, and addressing critical business issues.
· The combination of strategic reflection and tactical planning ensures that the organization is not only aligned on its vision but also prepared to execute effectively in the coming year.

Day 1 (8 hours)

· Executive Review (30 minutes)
· Purpose: To set the tone and agenda for the meeting. Leadership shares a high-level view of business, updates on the state of the industry/business landscape, and any relevant business priorities and messaging.  

· Review Business Vision, Values & Goals (1 hour)
· Purpose: The Leadership team revisits the Business Vision (vision, values, goals) to ensure the long-term vision is still relevant and still guiding business decisions.  

· SWOT Analysis (1.5 hours)
· Purpose: Conduct a SWOT analysis to assess the current state of the firm and identify internal and external factors that could impact the achievement of goals. 

· Lunch Break (1 hour)
· Purpose: To break bread, connect and enjoy good old-fashioned camaraderie

· Review of Last Year’s Performance (1 hour)
· Purpose: Leadership and Group Managers revisit the prior year’s business performance relative to key goals and metrics.  Team discussion of potential causes and solutions.

· 3-year Vision and Annual Objectives (1 hour) 
· Purpose: Leadership revisits the Business Vision and annual objectives with the team (or sets them with the team), discuss and align around annual objectives and success metrics.

· Break (15 minutes)

· Set Annual One Page Business Goals (1 hour 30 mins) 
· Purpose: Define and finalize the firm’s goals for the upcoming year, including revenue, profit, key metrics, and other strategic objectives.

· Wrap Up (15 minutes)
· Purpose: Recap the day’s discussions, highlight key takeaways, and set expectations for day 2. 

Day 2 (8 hours)

· Check-In (15 minutes)
· Purpose: Revisit key takeaways and highlights from yesterday’s discussions; set agenda for the day.

· Set Big Important Goals (BIGs) for Next Quarter (1.5 hours)
· Purpose: Review the progress on the previous quarter’s BIGs and establish new BIGs for the upcoming quarter. Ensure that each BIG is aligned with the One-Page Business Plan, has success metrics, and a clear owner.  

· Break (15 minutes)

· Key Business Issues Discussion & Breakouts (3 hours)
· Purpose: Prioritize and solve the firm’s most critical issues using group discussion and breakouts.  Ensure that solutions are actionable and aligned with the company’s strategic goals.

· Lunch Break (1 hour)

· Review & Finalize Strategic Plan (1 hour)
· Purpose: Review and confirm Business Vision, annual One Page Business Plan and Success Metrics, and next quarter’s BIG priorities and owners. Ensure team alignment and clarify agreements. 

· Communication Clarity (30 minutes)
· Purpose: For SPMs held without managers and/or team members, summarize the key discussions and decisions made during the meeting, determine the messages that need to be communicated across the firm and establish and owner and plan for communicating key messaging following the meeting.

· Meeting Rating and Wrap-Up (30 minutes)
· Purpose: Recap the day’s discussions, highlight key takeaways, and set expectations for next steps following meeting. 



YOUR FIRM NAME
Quarterly Business Review  

Duration: 	4-6 hours 

Purpose: 	To review the past quarter’s performance, solve critical issues and set BIGs for the coming quarter to ensure alignment with the firm’s long-term vision.  

Attendees: 	Leadership Team + Group Managers 

QBR AGENDA
See QBR Workbook for in-depth business review framework

· Business Review  
· Purpose: Each team member briefly shares personal and professional highlights since the last quarterly meeting. This sets the tone and helps to build connection and camaraderie.

· Vision Review  
· Purpose Revisit the company's long-term vision, core values, and focus to ensure alignment. This includes a review of the 10-year, 3-year, and 1-year goals.

· Scorecard Review
· Purpose: Review the company's performance scorecard to assess how the business is performing against key metrics. Incorporate a Balanced Scorecard approach, which tracks performance across multiple perspectives: financial, customer, internal processes, and learning and growth. This helps identify areas of concern or opportunities that need attention.

· BIGs Review
· Purpose: Evaluate progress made on the firm’s big important goals (BIGs) for the previous quarter. Discuss which BIGs were completed and which were not, and why.

· Next Quarter BIGs 
· Identify and establish new Rocks for the upcoming quarter. These should be specific, measurable, and achievable goals that align with the company's vision and annual plan.

· Business Issues Review
· Purpose: Address any key issues or challenges that have been identified. This involves listing the issues, prioritizing them, and then following a process to solve them.  


YOUR FIRM NAME
Quarterly Business Update  
 

Duration: 	45 minutes

Purpose: 	To update the team on the state of the business, pause for celebrations, acknowledge/address challenges, review progress on quarterly business priorities (by group), and clarify goals and priorities for the coming quarter.  

Attendees: 	All team


Quarterly Business Update 

· Business Review (10 minutes)
· Purpose: Share a brief update on the business and progress since the last quarterly meeting. This sets the tone and helps to build connection and camaraderie.

· Vision Review (5 minutes)
· Purpose Revisit the company's long-term vision, core values, and focus to ensure alignment. This includes a review of the 10-year, 3-year, and 1-year goals.

· Scorecard Review (10 minutes)
· Purpose: Review the company's performance scorecard to assess how the business is performing against key metrics.  

· BIGs Review (10 minutes)
· Purpose: Share progress made on the firm’s big important goals (BIGs) for the previous quarter. Discuss which BIGs were completed, and which were not, and why.

· Next Quarter BIGs (5 minutes)
· Identify and establish new Rocks for the upcoming quarter. These should be specific, measurable, and achievable goals that align with the company's vision and annual plan.

· Wrap Up (5 minutes)
· Purpose: Confirm goals and priorities for the quarter, ensure alignment, and gain commitments.  



YOUR FIRM NAME
Monthly Partners Meeting

Duration: 	90 minutes 

Purpose: 	 This agenda is designed to create a comprehensive, structured process that ensures strategic focus, partner alignment, and accountability, fostering a strong, unified partnership.  
 
Attendees: 	Partners 

Quarterly/Monthly Partners Meeting 
Recommend extended lunch, order in

· Check-In (10 minutes)
· Purpose: Begin the meeting with a personal and professional check-in to set a positive tone, foster communication and strengthen the partnership. Review the agenda and establish the meeting’s objectives.

· Review of Partner Areas of Responsibility (30 minutes)
· Purpose: Communicate status; share and discuss progress against annual goals for areas of responsibility. Identify and discuss strategic issues for attention and/or resolution. Clarify next steps and timelines.  

· Strategic Issues (30 minutes)
· Purpose: Engage in a strategic discussion focused on current market trends, business health and potential opportunities for growth. Align on any strategic shifts or initiatives that should be considered.  Identify the most pressing executive-level business issues that need attention. Prioritize the issues, discuss and identify root causes, develop solutions and/or clarify next steps. Ensure all partners are aligned on the decisions made.

· Communication Clarity (10 minutes)
· Purpose: Determine the key messages that need to be communicated to the firm and/or specific groups following the meeting. Clarify owner and next step for managing communications.

· Wrap-Up and Accountability Review (10 minutes)
· Purpose: Review the action items from the previous meeting to ensure all tasks were completed. Assign new action items based on meeting outcomes.  



YOUR FIRM NAME
Monthly Management Meeting

Duration: 	2 hours

Purpose: 	The Monthly Management Meeting is designed to review the firm’s progress toward its strategic goals, review scorecard performance, address any emerging issues, and ensure alignment across the leadership team and group managers. 

Attendees: 	All team

Monthly Management Meeting 

· Check-In and Meeting Overview (10 minutes)
· Purpose: Set the tone for the meeting, allow team members to share brief personal and professional updates, and review the agenda and objectives.

· Scorecard Review (10 minutes)
· Purpose: Review the firm’s Scorecard to assess performance against key metrics. Identify any gaps to targets and discuss impact and solutions.

· BIGs Review (10 minutes)
· Purpose: Review progress on the quarterly BIGs to ensure they are on track. Discuss any challenges or issues that need resolution.   

· Issues Review (1-hour)
· Purpose: Address pressing issues identified in Check In, BIGs, or Scorecard review.  Prioritize issues, discuss potential solutions, and make decisions on next steps.

· Communication Clarity (15 minutes)
· Purpose: Determine the key messages that need to be communicated based on the meeting outcomes. Develop a plan for who, how, and when key messages will be shared.  

· Meeting Wrap-Up and Accountability Review (15 minutes)
· Purpose:  Assign new actions based on decisions made during this meeting, ensuring clear owner and accountability for each action item.



YOUR FIRM NAME
Bi-Weekly Group Meetings

Duration: 	60 minutes 

Purpose: 	The purpose of this bi-weekly group meeting is to organize teams to actively manage key business areas and ensure alignment with the business vision and annual goals. 

All firms should hold a weekly or bi-weekly (depending on size and need) Service & Operations meeting to actively manage client services and operations, address immediate issues, and ensure client service is delivered at the desired level.

	Smaller firms with a virtual marketing team or multi-advisor firms often have bi-weekly meetings with agendas focused on sales and marketing to support firm growth goals. 

	The number and types of group meetings held will be based on your firm size, preferences, and resources.  Modify meeting agendas to fit your needs.

		Sample Meeting Agenda for the below meetings follow for reference:

· Bi/Weekly Service & Operations Meeting Agenda
· Bi/weekly Sales & Marketing Meeting Agenda
· Bi/Weekly Business Projects Meeting Agenda
[bookmark: ServiceOpsAgenda]

Bi-Weekly Service & Ops Meeting Agenda

Duration: 	60 minutes 

Purpose: 	The purpose of this bi-weekly meeting is to actively manage and coordinate day-to-day client service and operational activities. The focus is on ensuring that client needs are met, addressing any immediate operational challenges, and optimizing processes to maintain high service standards.
 
Attendees: 	Service & Operations Team

· Check-In & Agenda Overview (5 minutes)
· Purpose: Start with a brief check-in to set the tone for the meeting and review the agenda and objectives.
· Discussion Points:
· Quick personal/professional updates.
· Overview of today’s meeting focus.
· Task and To-Do Review (5 minutes)
· Purpose: Ensure that all tasks from the previous meeting have been completed and assign new tasks as needed.
· Discussion Points:
· Review of outstanding tasks related to client service and operations.
· Assign new tasks based on current needs.
· Client Service Review (15 minutes)
· Purpose: Review the status of current client service activities and address any immediate client-related issues.
· Discussion Points:
· Are there any urgent client service issues that need attention?
· Review of client feedback, complaints, or praise.
· Status of ongoing client projects or deliverables.
· Operations Update (15 minutes)
· Purpose: Discuss the current state of day-to-day operations, identify any bottlenecks, and ensure smooth workflow.
· Discussion Points:
· Are there any operational issues affecting efficiency or service delivery?
· Update on process improvements or changes in operations.
· Resource availability and allocation (staffing, tools, etc.).
· Issues Review (IDS) (15 minutes)
· Purpose: Address any immediate issues related to client service or operations using the Identify, Discuss, Solve (IDS) process.
· Discussion Points:
· What are the most pressing issues that need resolution?
· Discuss and decide on actions to resolve these issues.
· Wrap-Up and Next Steps (5 minutes)
· Purpose: Summarize the key takeaways from the meeting and confirm owners and next steps.



[bookmark: MarketingSalesAgenda]Bi-Weekly Sales & Marketing Meeting Agenda

Duration: 	60 minutes 

Purpose: 	The purpose of this bi-weekly meeting is to review the progress of marketing initiatives, assess the sales pipeline, and discuss upcoming events, projects, and activities. The meeting focuses on tracking performance, identifying issues, and making decisions that support the firm’s growth objectives.
 
Attendees: 	Sales & Marketing Team 

· Opening and Meeting Overview (5 minutes)
· Purpose: Start the meeting with a brief check-in and review the agenda and objectives for the session.
· Discussion Points:
· Quick personal/professional updates.
· Overview of today’s meeting focus.
· Marketing Initiatives Review (15 minutes)
· Purpose: Assess the progress and performance of current marketing initiatives, identify any issues, and discuss results.
· Discussion Points:
· Status updates on ongoing marketing campaigns and initiatives (e.g., digital campaigns, content marketing, PR efforts).
· Review of key performance metrics (e.g., lead generation, website traffic, social media engagement).
· Discussion of any issues or challenges encountered.
· Feedback on the effectiveness of recent marketing activities.
· Sales Pipeline Report (15 minutes)
· Purpose: Review the current sales pipeline, including the number and size of new prospect opportunities, and identify areas that need attention.
· Discussion Points:
· Number of new leads and opportunities added to the pipeline.
· Size and stage of current opportunities in the pipeline.
· Conversion rates and any concerns with moving prospects through the sales funnel.
· Discussion of any deals that need support or attention.
· Upcoming Events and Activities (10 minutes)
· Purpose: Plan and prepare for upcoming marketing events, client seminars, webinars, or other activities that are critical to client acquisition and retention.
· Discussion Points:
· Overview of upcoming events, webinars, or seminars.
· Planning and coordination for upcoming activities (e.g., promotional strategies, content creation, logistics).
· Assignment of responsibilities and deadlines for event-related tasks.
· Discussion of any resources or support needed from other departments (e.g., design, IT, finance).
· Action Items and Next Steps (10 minutes)
· Purpose: Summarize the key takeaways from the meeting, confirm action items, and set expectations for the next steps.


[bookmark: ProjectsAgenda]Bi-Weekly Projects Meeting Agenda

Duration: 	60 minutes 

Purpose: 	The purpose of this bi-weekly meeting is to dedicate focused time to working on strategic projects related to quarterly priorities and long-term business goals. This meeting allows the team to progress on key business initiatives that support annual goals.

Attendees: 	All team 

· Check-In and Meeting Overview (5 minutes)
· Purpose: Start with a brief check-in to establish focus and review the meeting’s strategic agenda
· Discussion Points:
· Quick personal/professional updates.
· Overview of the strategic topics to be discussed
· Quarterly Priorities Progress Review (10 minutes)
· Purpose: Review the progress of current quarterly priorities and identify any areas that need attention
· Discussion Points:
· Status update on key quarterly priorities
· Are we on track to meet our goals for the quarter?
· Any challenges or roadblocks that need to be addressed?
· Project Focus (EXAMPLE): Implementation of Fee Increase (40 minutes)
· Purpose: Discuss, decide, and develop business strategies and solutions to achieve quarterly priorities and annual goals.   
· Examples:
· Design and implement fee increase
· Evaluate client profitability
· Design specialized client service models  
· Implement CRM service workflows 
· Update website and sales funnel
· Wrap-Up and Action Items (5 minutes)
· Purpose: Summarize the discussion, confirm action items, and set expectations for the next steps
· Discussion Points:
· Review of key decisions and assignments
· Confirm deadlines and accountability
· Preview of what will be covered in the next strategic meeting
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