Opportunity Knocks 

Facilitator’s Agenda

5 minute updates

Listen for “Critical Issues” within the updates. Write them down and come back to them after everyone is finished.

Action Items 

Review each person’s action item progress from the last     meeting.   Be specific on the agenda. Examples:

Ted – bringing his cash flow report with last year comparisons

John – Calling attorney regarding business evaluation

Bill – firing disgruntled employee

 Critical Issues: (alternate 3 new members each month)
Member #1

Member #2

Member #3

Member (s) from 5 minute update report, if needed
Next month’s Action Item Review from today’s critical Issues

Immediate Crisis: 

Member must call facilitator in advance of meeting so facilitator leaves time for this discussion.

Schedule of Important topics and follow up
Jan. Meeting – Business Goals/Objectives 2008

April Meeting – Financial Report Reviews/ Key Indicators
July Meeting – Review of progress of Business Goals set in Jan.

October Meeting – Review of Financial Report progress from April

Best Practice Meeting for the month coming up

Speakers to contact

Next meeting time and date and the following month’s meeting time and date

