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HOW TO BE MORE PRODUCTIVE AT

WORK
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THREE EASY TIPS

e Send out agenda
e Take Control

e Follow-up
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SEND OUT AGENDA

Objective of Meeting.



CLUB EXTENSION PROJECT AGENDA
EXAMPLE

Objective: To Launch an item into Club Channel by
September 1°

» Attendees: Katherine (USDA), Brock (R&D), Russ (Operations), Chris (Sales), Brett (Package
Design)

* Why?: Grow Topline by 10%
* Key Details:

— 12 oz. Product

— Blue and Yellow Components
— Organic

« Shipment Timeframe: September 1%, 2017



CLUB EXTENSION PROJECT AGENDA
EXAMPLE

Objective: To Launch an item into Club Channel by
September 1°

Attendees: Katherine (USDA), Brock (R&D), Russ (Operations), Chris (Sales), Brett (Package

Nacnt~am \
Chicken Line Extensions

5-Ma 9-Jun  15-Sep 22-Sep 29-Sep 6-Oct  13-Oct  20-Oct 27-Oct  3-Nov 10-Noy  17-Nov  24-Nov  1-Dec  8-Dec  15-Dec  22-Dec 29-Dec  5-Jan  12-Jan  19-Jan  26-Jan

kick off

Developrment

Source New Chicken!

Line Trials

Panel

Final formulas

Final costing to Hormel

kick off design

Package Design

Shoot

Final Package Design with
PPA Meeting

All ingredients and nutri to Peggy
PIGS - PIRF

PIGS - Kevline

PIGS - Kevline Route & revisions
PIGS - Color + Color Route

File to printer

Production
START SHIP!
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SEND OUT AGENDA

Objective of Meeting.



TAKE GONTROL

Table discussions that could
derail objective of the meeting




Wah wah wah wah

wah wah Wah wah
wah wah wah wah
wah Wah wah...

Source:


https://www.youtube.com/watch?v=k6p1Ck0ab80

TAKE GONTROL

Table discussions that could
derail objective of the meeting
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Key Deadlines and Assignments



Follow-up Email
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Bec: |
Subject |Club Extension Project: Action Required

Thanks everyone for a great meeting! Here are the key next steps we discussed. Please reach out with any questions...

*Next Steps:
—12 oz. Product
*Brock to confirm components by Jan 1, 2017

—Blue and Yellow Components
*Russ to confirm line time by Jan 1, 2017

—Emily to schedule follow-up meeting Jan g‘f

Thank you,

| Emily Helmer Klotz




FOLLOW-UP 0 3

Key Deadlines and Assignments



THREE EASY TIPS

e Send out agenda
e Take Control

e Follow-up



I've survived another meeting
that should
have been an
email.

som@cards

user card




Sources:

Photos: Flickr, Some E-Cards,
Content: http://projectmanagementhacks.com/meetingtips/
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