SCONTRINO ( POWELL 
Organizational Psychologists

ACME COMPANY

Offsite Planning Session

Meeting Agenda for December 10, 2005

(Facilitator’s version)


The purpose of the meeting is to align manufacturing priorities with the “Must Win” priorities already identified by Sales & Marketing.  

The objectives for the meeting are:

1. Establish common ground/knowledge of top priority sales targets.

2. Determine which products to leverage and which to eliminate.

3. Prioritize products and related work efforts.

4. Create action plans for clear follow through and accountability.

1:00—1:15
Review the Sales “Must Win.”  (President to start by explaining what we hope to accomplish this afternoon.  Then President to lead the group through a review of the Must Win list so that we can refresh our memories.)


1:15—2:30
Sort the products.  (President to lead discussion of where to sort the products. Start by explaining criteria for sorting.  Which column does each product fall into: streamline or eliminate?)


2:30—2:45
Break

2:45—3:15
Prioritize the columns.  (Participants to take a few minutes on their own to pick their top four products to streamline and eliminate in each column.  Then participants to “vote” for their priorities by putting different colored stickers on the product chart.  Facilitator and President to tally the votes and identify the top four products in each column.)

3:15—4:45
Create Action plans.  (Break into four groups which President has pre-assigned.  Each group to take one of the four streamline priorities and create a detailed action plan for the streamlining.  Each action plan must clearly identify the specific action steps to be taken, the people responsible, and the target date for completion.)

4:45—5:15
Report out.  (Each break-out group to present an overview of their action plan for streamlining.)

5:15—6:30
Adjourn meeting and enjoy cocktails and appetizers.
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