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Critical Meetings for Every Company

	Board of Directors Meeting

.
	Monthly. Goal: Review financials, determine strategy, and make long range decisions for the company. Budget approval and marketing plan. 

	Key Manager Meetings

Include key employees who are at management level. Some companies also include a company representative that is chosen by votes cast by all employees. This may be anyone from the company. 
	Monthly. Goal: a report on the state of the company. Each department reports on issues – problems and opportunities -- within their departments. The attendees also review the progress of the company, review the current situation, discuss cash flow/collections/accounts payable, determine actions steps to alleviate problems that might be cropping up, determine what new systems are needed and in what priority order, and delegate responsibility to get it done. 

This important meeting allows owners to get a window on the issues fairly quickly. It also creates a time when people have to report on the progress of their departments so it helps the owners make sure that responsibilities are being taken.

Including key employees will allow you to determine if they have leadership capabilities and help train them on what’s important to review. If you don’t feel comfortable reviewing A/R, A/P, etc. with everyone, have that part of the meeting separately with only the Office Manager/Bookkeeper. Remodelers Advantage supports open book management and feels that the more employees know about the finances, the more help they will be in reaching specific targeted financial goals. These meetings will help you develop the management that you need to help you grow. 

	Team Meetings

Sales

Interior Design

Architect

Project Manager

Project Coordinator


	Weekly. Goal: to review the workload, spot roadblocks, prioritize projects, bring everyone up to date, answer specific project questions, review current job estimate-to-actual reports and develop a course of action to maintain profitability. 

	Job Autopsy Meetings

Sales

Production Manager

Production Coordinator

Lead Carpenter
	When needed. Goal: To identify specific reasons that job costs were more than estimated and then to use this knowledge when estimating the next project. The result of the meeting gives information that would allow you to adjust for inefficiencies in the field as well. Your goal in estimating is to be as accurate as possible.
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