Tool 9.2 Milestone Management
Use this tool to manage milestone management meetings and to follow up on progress as a team. 
Milestone Management Process
1 Set up: Track what is being done, by whom, when
    Leader conducts a weekly or bi-weekly Milestones Management meeting with their team.
Prior to Milestones Management meetings:
2 Update: Each team member submits their updates.
3 Review: Each person reads and reviews updates before the meeting.
    If help is requested, relevant data, reading, analysis, etc. is submitted in advance.
At Milestones Management meetings
Part One: 4 Reporting 
Each team member gives a five-minute update in the following format: most important wins, most important learnings, areas where they need help. Reporting only. No discussion.
Part Two: 5 Pause and Prioritize
After reporting, the leader pauses to order topics for discussion by priority.
Part Three: Problem Solving by Priority
6 Group discusses priority topics in order, spending as much time as necessary on each topic.
7 The remaining topics are deferred to the next Milestones Management meeting or a separate meeting. Key items are updated and communicated.
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Note the most up-to-date, full, editable versions of all tools are downloadable at www.primegenesis.com/tools 
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