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Daily Huddle with Team 
 

Stand up. Start with Energy. Speed is KEY.  You have just 2 minutes to report this. 
Time of day = ________ - where – in ____________ 

Give appreciation to others….say THANK YOU… 
 
What’s Up? 
(news from yesterday and today – relevant to the group - Share anything important about opportunities, meetings, travel, 
accomplishments or news from clients. ) 

Top Tasks – 3 total (reported as 0 of 3, 1 of 3, 2 of 3 or 3 of 3) 

KPI’s – on your quarterly priorities 
(reported based on progress toward completion) 
Example: 
NR Bookings – X of target 
Project X – X of % complete 
Calls with X – X of time commitment 
 
 
 
 
 
 
 

Stuck or Need (where are you stuck or what do you need from someone – specifically what is it that you need?) 
Someone commit to help! 
 
 
 
 
 
 
 
 

 
Top Priority Today (the one – most important thing that I commit to this team that I will get done today. Review your task 
list and pick the ‘one’ most important thing that you must get done – and that is impactful to the outcome you desire) 
 

TODAY I WILL…. 
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Huddle Expectations 

Purpose:  

1. Team building- creates a sense of alignment and accountability with everyone 
2. Motivational- begin the day on a positive note (bring energy) 
3. Informational- share the knowledge needed, stay informed about what’s going on 
4. Problem Solving- understand the challenges that need resolution 
5. Culture- creates feeling of unity and oneness  

Example: Sports team huddle (everyone on the same page to win the game) 

Expectations: 

1. Participation 
- What’s up what happened of relevance yesterday and what’s happening of 

relevance today (relevant to the team) 
- Top Tasks reported as X of 3,2 or 1 you should be reporting  the number of Top 

Tasks completed to the number of Tasks assigned (Never say, “Nothing to Report”) 
- KPIs reported as X of/on X, you should be reporting progress toward your 

quarterly top priorities, your sales activities or project progress 
- Stucks or Needs where are you stuck and/or have a need that someone can help 

you with? 
- Top Priority what is the ONE thing that you will complete today – your TOP 

priority the day – be sure and use – TODAY I WILL… 
2. Speed Is Key (no leaning, sitting….STAND UP! It’s uncomfortable, so you will go 

faster!) 
3. Huddle Sheets completed and brought to Huddle – preparation is KEY 
4. Look everyone in the eye (tighten up the circle) 
5. Prepare during each day for the next day’s Huddle (find your What’s Up to report) 
6. Length: 15 minutes or less…  
7. Take discussions ‘off line’ or stay after huddle – don’t steal others time 
8. Start on time: ___________ am/pm – every time (regardless of who is missing) 

 

 


