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Exhibit I

Minutes of Meeting
Day:




Date:
Agenda Items-
	Item
	Who
	Duration

	Review Company Scorecard (Point out areas of focus for coming week)
	--

	3 mins

	Review last meeting action items
	--
	5 mins

	Review Customer Service Tracking stats, discuss self-service ideas
	--
	5 mins

	--
	
	

	--
	
	

	--
	
	

	Share one idea that will improve how we’re doing things
	All
	3 mins

	“How can we improve our next meeting?” (ask every other meeting)
	All
	3 mins

	Share your biggest accomplishment since our last meeting
	All
	3 mins

	Add rows as needed
	
	


Action Items: What I need from (who) is (what)-
	Task
	Assigned to
	Target Completion Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


General Notes-
Meeting Tips

1. Decide if a meeting is really necessary. Can the topics be covered some other way?
· Avoid a meeting if the same information could be covered in a memo, e-mail or brief report. If you get the word out in some other way besides a meeting, at your next meeting you can allocate a few minutes to answer any questions about what was distributed.
· There are 3 types of meetings; one-way information distribution, two-way information sharing or problem solving (or project management).
2. Decide the purpose of the meeting (Set Objectives for the Meeting beforehand)
· Before planning the agenda for the meeting, complete this sentence: By the end of the meeting (or a specific topic on the agenda), I want the group to ___ (purpose).

· Your ‘fill in the blank’ may be- list the top three operations challenges we are facing, come up with three new ideas for increasing our sales, etc.
· Setting meeting objectives and measuring against them allows you to continuously improve your effective meeting process.
· When necessary, set ‘what’s in’ and what’s out’ parameters for the discussion, and write them on a flip chart for all to see. When somebody gets off track or strays away, review the ‘what’s in’ and ‘what’s out’ of the discussion.
3. Provide an Agenda to the attendees before the Meeting
· Your agenda needs to include a brief description of the meeting objectives, topics to be covered and who will address each topic and for how long. Follow it closely!

4. Assign ‘to-do’s’ before the meeting
· Give all attendees something to prepare for the meeting because the meeting will take on a new meaning for each team member.
· For problem-solving meetings (project management), have the attendees read the background information to get down to business in the meeting. Ask each group member to come to the meeting with one possible solution to the problem.

· Start or end your meeting on a positive note, have all attendees share their greatest accomplishment or best success story since the last meeting, give them 30 seconds to share it.

5. Assign Next Steps- Action Items

· Don't finish any discussion in the meeting without deciding what the next step is (what, who and when)
· Statements such as ‘We should really ___, that's a topic for a different meeting’, are examples of comments that should trigger action items for next steps.

· By immediately addressing these kinds of statements with an action item for follow-up shows attendees you value their input as well as their time.

6. Examine, Measure, Distribute 
· Assign the last few minutes of every meeting as time to review the following questions-

· What can we do to improve our next meeting? Every attendee should briefly provide a short, to-the-point answer.

· Save and distribute Minutes of Meeting to all attendees (save as staff meeting year-month-day)
· Remember, after the meeting, before you move onto something else, assess what took place and make a plan to improve the next meeting!
M

