BBB_gd_Meeting_Agendas_140701

Sample Meeting Agendas
Here is a starter list of the daily, weekly, bi-weekly, monthly and quarterly meetings.  You can copy and paste these descriptions and basic agendas into your Outlook meeting appointments.  
Name of Meeting:  Meeting with YOU  

Who attends:  You

How long:  1 Hour

Basic agenda:  

1. Refer to your Biz Plan, Top Projects and Master To Do List, and have your Calendar handy. 

2. Reflect on where you are and what you are doing in relationship to what you want to achieve.  

a. What personal activities do I want to commit to?  

b. What am I, are we, really good at?  Passionate about?  

c. What should I stop doing?  

d. This week, what is the BEST use of my time?

3. Update your Calendar and Appointment notes

NOTES:  You might also take 10 to 15 minutes at the end of each day to reflect on the day.  

1. Did it!  I feel good about it.  

2. Didn’t do it.  Still need to.  Move it. 

3. Didn’t do it.  Who am I kidding?  Delete it.  Or Delegate.  

4. Tomorrow…what is the BEST use of my time?  Update your Calendar

Name of Meeting:  Service Tech Get it Sold Meeting  

When:  Weekly, suggested day is Wednesday
Who attends:  Service Techs, Field Supervisors, Service Manager
How long:  60-90 minutes 
Basic agenda:  
1. Techs to update their Scoreboard stats prior to this meeting 

2. Review and recognize performance on the Team Scoreboard  

3. Congratulation of the winners [pay them in cash (taxes are taken out!)]
4. Contest updates and kickoffs…tied to Marketing efforts
5. Ask for one of them to stand up and tell the group briefly what happened for them this week that helped them win

6. Talk about one of the Sales Concepts from the Sales Coaching Manual coming your way after I finish the workshop in February 2011
7. Do a brief Role-Play and/or show a short segment of DVD that fits 
8. Switch gears to covering something in Chapter 7-Tech Chapter, then something from the Service Trade Chapter or Install Chapters 

9. Any special things that everyone needs to know 

Example:         Holiday coverage, traffic issues, upcoming schools

Manager’s FQC and Top Projects Meeting

When:  Weekly, Tuesday 10 am 

Who attends:  Owner/Financial Manager, Accounting Manager, Service Managers, Operations Coordinator, Scorekeeper, Marketing Manager 

How long:  60 minutes

Basic agenda:  

1. Review the Financial Quick Check – using the FQC Meeting agenda.

· Have handy the Financial Quick Check (FQC) file and supporting financials.  

· Review the Month to Date column.  

· At the start of the month, don’t fret over the %s. 

· Focus on making money every month.  By the third week of the month, you should take action to ensure profitability.  

· Play Offense (Sales!) and Defense (manage Labor and Expenses!)  

· Compare the Year To Date column with the Budget column.

· The Budget is where you should be by the end of the month.  

· If the numbers and %s look out of line…

· Check the accounting first.  Make sure the right $$s are in the right accounts.  

· Review Job Pricing, Service Pricing and Job Costing.  Are you charging what you need to charge?  

· Was there a one time hit that is affecting the numbers?

· Review past FQCs…how are you trending?  Up or down?  Better or worse?  

· Create an action plan to get out into the field and find out what is happening to create that score!   You can’t do all that from the office.  

· Ride along with your service techs, installers and salespeople.  Look, listen and learn.  

· Sit side by side with your inside team.  Look, listen and learn.  

· At least once a quarter…review your Budget.

· Were you unrealistic and do you need to tweak the numbers?

· Address the operational and sales and marketing processes that impact the score.  

· Once a month, also review the Month End Checklist for the prior month.  This is how you tie the last month up and make it ready for your CPA and for Uncle Sam.  

· Fine tooth comb review at another meeting for just the owners and the Accounting Manager.

2. Review the Top Projects List

a. Focus on the Top Five

b. Add to the Master Projects List any new projects, ideas.  

c. Move completed Projects to the bottom of the List – under Completed.  Celebrate.

d. Replace with new Projects…no more than Five at once.  

e. Assign and document…What, Who, by When…next steps.

f. Each team member writes down their own responsibilities and updates their own calendar.  Schedule additional Project meetings as needed.    
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