MEETING CADENCE
[Team / Organization Name]
  DAILY
	Meeting
	Time
	Duration
	Purpose / Attendees

	Daily Standup
	[9:00 AM]
	15 min
	[Blockers, priorities, alignment]


  WEEKLY
	Meeting
	Day/Time
	Duration
	Purpose / Attendees

	Team Sync
	[Mon 10 AM]
	60 min
	[Weekly priorities, cross-team updates]

	1:1s
	[Varies]
	30 min
	[Manager ↔ Direct reports]

	[Meeting Name]
	[Day/Time]
	[X] min
	[Purpose]


  BI-WEEKLY
	Meeting
	Day/Time
	Duration
	Purpose / Attendees

	Sprint Review
	[Fri 2 PM]
	60 min
	[Demo completed work, stakeholder feedback]

	Retrospective
	[Fri 3 PM]
	45 min
	[What worked, what didn't, actions]


  MONTHLY
	Meeting
	When
	Duration
	Purpose / Attendees

	All Hands
	[1st Mon]
	60 min
	[Company updates, wins, announcements]

	[Meeting Name]
	[When]
	[X] min
	[Purpose]


  QUARTERLY
	Meeting
	When
	Duration
	Purpose / Attendees

	Quarterly Planning
	[Last week]
	2-4 hrs
	[Set OKRs, priorities for next quarter]

	Quarterly Review
	[1st week]
	90 min
	[Review OKR progress, learnings]


Tips: Protect maker time (block 4-hr windows). Batch meetings on specific days. Every meeting needs an owner and agenda. Cancel if no agenda.
