The 30-Day Hybrid Manager
Team reset meeting agenda
Forty-five minutes on video, with everyone joining from their own screen, including people in the office. Suggested timings are a starting point.
	Field
	Your entry

	Date and time
	

	Shared with the team in advance on
	



	Item
	Suggested time
	What to cover
	My notes

	1. What I heard
	10 min
	Themes from the one-on-ones, and the two I'm acting on first
	

	2. What stays the same
	5 min
	The things that work, so nobody worries everything will change
	

	3. Who decides what
	20 min
	What you decide alone, what we decide together, and what I'll decide after hearing you
	

	4. How we work across locations
	10 min
	Decisions go in the channel, not the hallway
	



After the meeting
☐  Post a short summary in the team channel the same day
☐  Share the "Who decides what" sheet and invite changes
Template from From Teammate to Boss, Chapter 5. The 30-Day Hybrid Manager. © 2026 Drew Tanner. Free to adapt for your own team.




