
LEAN MEETING
Facilitates the flow of critical 

information throughout the 

organization, both vertically and 

horizontally. 



The Lean Meeting is driven by Goals.

To get the most out of Lean Meetings, a business must clearly define 

● Its Goals

● The KPIs for measuring progress

It is very helpful to set “SMART” goals so that achievement is clear to all.

ACCOMPLISHING GOALS
WITH THE LEAN MEETING



WRITE THIS ON A SHEET OF PAPER
1. Title “Goals - Team/Dept at the top”

2. Write Your Team’s/Dept’s Goals.

3. Write the KPIs that support these Goals.

4. Write Projects that will readily move these KPIs 

forward.

5. Write Tasks/Actions that need to take place for the 

Projects to be completed.

6. Who will own the Goals? KPIs? Projects? Tasks?

7. Share the items you’ve written with the team.

GOAL SETTING EXERCISE



What it Accomplishes
● Measure progress of business

● Communication of priorities 

● Decisions made quickly

● Team’s time used effectively

● Focus on key topics

CREATING A SUSTAINABLE 
ROUTINE WITH A LEAN MEETING



Lean Daily Meeting Structure

Topic Owned by Me Team

Yesterday

(What did we do?)

• KPIs

• Projects 

• Tasks

• Goals

• KPIs

• Team Projects 

Today

(What will we do?)

• KPIs

• Projects

• Tasks

• KPIs

• Team Projects

• Team Tasks 

Concerns

(Are there obstacles?)

• What do I need help with? 

• Review Comments

• What can the team help with? 

• Review Comments



With CircleView, you can digitize 

you Daily Lean Meetings with a 

drag and drop Visual Management 

Board.

This daily lean management tool 

provides an interface for reviewing 

your team’s progress Yesterday, 

instructing them on Today’s tasks, 

and quickly isolating Obstacles to 

performance.

CircleView Daily 
Lean Meeting

Don’t have CircleView.App? - https://circleview.app/demo

https://circleview.app/demo


LEAN DAILY MEETING

YESTERDAY (What did we do?)

01
Goals

Review progress toward overarching goals.
Does anything need to be changed?

KPIs

What was the KPI performance? Did KPIs meet targets?
If yes, recognize this.
If not, what was the reason?

04
Tasks

Were Tasks completed on time?

02

03
Projects

Did Projects progress?



Go to Daily Team Huddle 
Daily meetings facilitated by this page.

Review Projects
Filter by Project to find Tasks. 
If needed, more information on Project 
tab.

Refer to KPIs for Focus
KPIs shown on Daily Team Huddle.
Colored based on targets.
If needed, drill down on KPI tab.

Populate Accomplished 
Drag completed Tasks to the 
Accomplished column.
Now you are ready to present “Yesterday”!

HOW CIRCLEVIEW FACILITATES “YESTERDAY”

Review Goals
Goal progress shown in “Goals” tab.
Align your team’s focus to company 
goals. 

Don’t have CircleView.App? - https://circleview.app/demo

https://circleview.app/demo


LEAN DAILY MEETING

TODAY (What will we do?)

KPIs

KPIs set targets for each day/week/etc.
If the KPI performance is struggling, can we take actions to correct it?

03
Tasks

What Tasks need to be completed today?
Do any new Tasks need to be assigned?

01

02
Projects

What Projects need focus today?
Does the team agree on the priorities?



Review Projects
Do Projects need new Tasks added?
Create new Projects in Project tab if 
needed.
Do any current projects need focus 
today?

Review KPIs
KPIS give targets for the day/week/etc.
Do any KPIs need focus?

Review Tasks
What tasks are due today?
Create/edit Tasks in Project tab if 
needed.

HOW CIRCLEVIEW FACILITATES “TODAY” Don’t have CircleView.App? - https://circleview.app/demo

https://circleview.app/demo


LEAN DAILY MEETING

CONCERNS (Are there any blocks?)

KPIs

Review relevant contextual information (Comments).
Are there obstacles blocking KPI achievement?
Can any team member help remove blocks?

03
Tasks

Do Projects have blocks needing attention?
Can any team member help remove blocks?

01

02
Projects

Do Projects have blocks needing attention?
Can any team member help remove blocks?



Projects
What Projects need blocks removed?
Team discusses blocks & needs.

KPIs
Are there obstacles blocking KPI 
achievement?
Team discusses blocks & needs.

Review Tasks
What Tasks need blocks removed?
Team discusses blocks & needs.

HOW CIRCLEVIEW FACILITATES “CONCERNS”

Review Comments
Prep by viewing Comments displayed on 
Comments tab.
Comments provide context to blocks.

Don’t have CircleView.App? - https://circleview.app/demo

https://circleview.app/demo


BREAK SECTION
TIME FOR ACTION

HOW WILL YOU INCORPORATE CIRCLEVIEW.APP 
INTO YOUR DAILY LEAN ROUTINE?

WHAT GOALS AND KPIS WILL EACH TEAM 
MONITOR AND HOW FREQUENTLY? 

WHAT CURRENT MEETINGS COULD FACILITATE 
THESE ROUTINE CHECK INS?



DON’T HAVE 
CIRCLEVIEW.APP?

Circle View helps lean managers partner with employees 
to reach goals by increasing their commitment to daily 

activities and sharing feedback.

Lean Process Dashboard | Employee Metric Ownership | 
Better Employee Contribution

Request A Demo Here - 
https://circleview.app/demo

Questions? Email us at
cofounders@circleview.app

https://circleview.app/demo
mailto: cofounders@circleview.app

