Daily Operational Planning Meeting 

Date:

In Attendance:

	Title
	Attended
	Reason for Absence

	General Manager
	Yes / No
	

	Operations Manager
	Yes / No
	

	Sales Manager
	Yes / No
	

	XYZ Manager
	Yes / No
	

	XYZ Executive
	Yes / No
	


Meeting Agenda

Summary of Yesterday’s Events:

HH:MM-HH:MM (eg.10:00 -10:20am)

· A summary

· B summary

· C summary

· D summary

Today’s Events:



HH:MM-HH:MM (eg.10:20- 10:35am)

· A assessment

· B assessment

· C assessment

· D assessment

· E assessment

Tomorrow’s Forecast:


HH:MM-HH:MM (eg.10:35 - 10:45am)

· Classroom estimates

· Instructor estimates

· Event estimates

· Resource estimates

Other Topics:

