
Restaurant Manager Meeting Guide Template

[bookmark: _pxf2lzdqzvce]Why Manager Meetings Are Essential
[bookmark: _wm1ewdkj5a26]Restaurant manager meetings are the backbone of successful operations. They create a dedicated space for leaders to align on goals, solve problems proactively, and drive consistent business growth. Without structured meetings, communication breaks down, accountability slips, and small issues become expensive problems.
[bookmark: _wm1ewdkj5a26]Key Benefits of Regular Manager Meetings
[bookmark: _wm1ewdkj5a26]Clear Communication — Regular meetings ensure every manager receives the same information at the same time. This eliminates mixed messages, prevents conflicting instructions from reaching staff, and keeps the entire team operating from one shared reality.
[bookmark: _wm1ewdkj5a26]Team Alignment — When managers work together toward common goals, the whole restaurant benefits. Meetings build the unified culture and shared standards that customers notice and return for.
[bookmark: _wm1ewdkj5a26]Problem Solving — Issues get resolved faster when managers can discuss challenges together. Group problem-solving draws on diverse experience and almost always produces better, more sustainable solutions than siloed decision-making.
[bookmark: _wm1ewdkj5a26]Performance Tracking — Regular review of key metrics helps identify trends before they become crises. Early detection means faster, cheaper course corrections.
[bookmark: _wm1ewdkj5a26]Professional Development — Meetings give managers a structured opportunity to learn from each other, develop leadership skills, and feel invested in the business's success.
[bookmark: _wm1ewdkj5a26]Accountability — Assigned action items with deadlines, reviewed openly at the next meeting, create a culture of follow-through that cascades down to every level of your team.
[bookmark: _6fxu5sb1xr0n]
[bookmark: _wm1ewdkj5a26]Pre-Meeting Preparation
[bookmark: _wm1ewdkj5a26]The quality of your meeting is determined before it starts. Arrive prepared.
[bookmark: _wm1ewdkj5a26]Financial Performance
· [bookmark: _wm1ewdkj5a26]Weekly and monthly sales figures vs. targets and prior year
· [bookmark: _wm1ewdkj5a26]Cost of goods sold (COGS) and food cost percentage
· [bookmark: _wm1ewdkj5a26]Labor costs as a percentage of sales, including overtime
· [bookmark: _wm1ewdkj5a26]Profit margins by daypart or revenue center
[bookmark: _wm1ewdkj5a26]Staffing Information
· [bookmark: _wm1ewdkj5a26]Attendance and punctuality patterns
· [bookmark: _wm1ewdkj5a26]Overtime hours and projected labor cost
· [bookmark: _wm1ewdkj5a26]Upcoming schedule changes or known conflicts
· [bookmark: _wm1ewdkj5a26]New hire onboarding progress and training completion status
[bookmark: _wm1ewdkj5a26]Operations Data
· [bookmark: _wm1ewdkj5a26]Inventory levels, variance reports, and waste
· [bookmark: _wm1ewdkj5a26]Equipment maintenance issues open or pending
· [bookmark: _wm1ewdkj5a26]Customer wait times and table turn rates
· [bookmark: _wm1ewdkj5a26]Kitchen ticket times and efficiency metrics
[bookmark: _wm1ewdkj5a26]Customer Insights
· [bookmark: _wm1ewdkj5a26]Recent online reviews and star rating trends
· [bookmark: _wm1ewdkj5a26]Customer complaint log and resolution status
· [bookmark: _wm1ewdkj5a26]Feedback submitted by front-of-house staff
· [bookmark: _wm1ewdkj5a26]Any mystery shop or survey results
[bookmark: _wm1ewdkj5a26]Setting Meeting Objectives
[bookmark: _wm1ewdkj5a26]Each meeting should have 2–3 clear goals written at the top of the agenda. Examples:
· [bookmark: _wm1ewdkj5a26]Review last week's sales performance and identify the primary driver
· [bookmark: _wm1ewdkj5a26]Create a staffing plan for the upcoming holiday weekend
· [bookmark: _wm1ewdkj5a26]Resolve the recurring ticket-time issue between the kitchen and FOH
[bookmark: _wm1ewdkj5a26]Pro Tip: Ask each manager to submit one discussion topic 24 hours before the meeting. This increases engagement, ensures relevant issues surface, and prevents the meeting from being hijacked by whoever speaks first.
[bookmark: _t10l27coin4l]
[bookmark: _k8ay4mqpzu7d]Meeting Structure Best Practices
[bookmark: _wm1ewdkj5a26]Before the meeting:
· [bookmark: _wm1ewdkj5a26]Send the agenda at least 24 hours in advance
· [bookmark: _wm1ewdkj5a26]Confirm attendance and note any absences
· [bookmark: _wm1ewdkj5a26]Prepare data printouts or a shared screen with key metrics
· [bookmark: _wm1ewdkj5a26]Set the room (or video call) so it's ready to go at start time
[bookmark: _wm1ewdkj5a26]During the meeting:
· [bookmark: _wm1ewdkj5a26]Start exactly on time — always
· [bookmark: _wm1ewdkj5a26]Assign a note-taker who is not also facilitating
· [bookmark: _wm1ewdkj5a26]Use a visible timer for each agenda section
· [bookmark: _wm1ewdkj5a26]Use the "parking lot" method: off-topic items get written down and addressed after, not in the moment
· [bookmark: _wm1ewdkj5a26]Shift quickly from problem-identification to solution-focused discussion
[bookmark: _wm1ewdkj5a26]After the meeting:
· [bookmark: _wm1ewdkj5a26]Distribute written minutes with action items within 2 hours
· [bookmark: _wm1ewdkj5a26]Each action item must have: a clear task description, one owner, and a specific due date
· [bookmark: _wm1ewdkj5a26]Follow up on red (blocked) items before the next meeting, not at it
[bookmark: _tr23wx6w362t]Conducting Effective Meetings — Leader Responsibilities
[bookmark: _wm1ewdkj5a26]Start Strong. Begin exactly on time. Late starts signal that the meeting isn't important. If a key person is missing, start anyway.
[bookmark: _wm1ewdkj5a26]Maintain Energy. Keep discussions moving. If energy drops, call a two-minute break, change the discussion format, or move to the next agenda item and return.
[bookmark: _wm1ewdkj5a26]Encourage Participation Draw out quieter managers with direct, open questions: "Sarah, you run Saturday nights — what are you seeing on the floor?" All voices must be heard.
[bookmark: _wm1ewdkj5a26]Stay Solution-Focused. Limit time spent on complaints. The question that resets any discussion: "What specifically are we going to do about it, and who owns it?"
[bookmark: _wm1ewdkj5a26]Manage Time Use a timer. If a discussion runs long, table it for a dedicated 1-on-1 or a focused mini-meeting. Protect the schedule.
[bookmark: _wm1ewdkj5a26]Document Decisions: Every decision made in the meeting gets written down. Unwritten decisions don't exist.
[bookmark: _wm1ewdkj5a26]Rotate Leadership: Assign a different manager to lead the meeting each cycle. This builds leadership skills, increases investment in the process, and surfaces different meeting styles and strengths.
[bookmark: _l925olpb2gfq]RESTAURANT MANAGER MEETING TEMPLATE
[bookmark: _wm1ewdkj5a26]Copy and use this template for every meeting. Fill in the bracketed fields.
[bookmark: _5r3tsfp6iv8]MEETING DETAILS

	[bookmark: _wm1ewdkj5a26]Field
	[bookmark: _wm1ewdkj5a26]Details

	[bookmark: _wm1ewdkj5a26]Date
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Time
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Location / Platform
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Meeting Leader
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Note-Taker
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Next Meeting Leader
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Attendees Present
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Absent
	[bookmark: _wm1ewdkj5a26]


[bookmark: _afiusyq6mlkg]MEETING OBJECTIVES (Complete before the meeting)
	[bookmark: _wm1ewdkj5a26]#
	[bookmark: _wm1ewdkj5a26]Objective for Today's Meeting

	[bookmark: _wm1ewdkj5a26]1
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]2
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]3
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]AGENDA & MEETING NOTES
[bookmark: _wm1ewdkj5a26]SECTION 1 — OPENING (5 minutes)
	[bookmark: _wm1ewdkj5a26]Item
	[bookmark: _wm1ewdkj5a26]Notes

	[bookmark: _wm1ewdkj5a26]Welcome & state today's objectives
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Confirm agenda and time allocations
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Urgent issues needing immediate attention
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Brief status update since the last meeting
	[bookmark: _wm1ewdkj5a26]


[bookmark: _6l5d8rd9ceth]
[bookmark: _61fwb9ewqjrp]
[bookmark: _c1k5nwwre1wh]
[bookmark: _2dyhmr36gkx1]
[bookmark: _5mykpidahc]
[bookmark: _wm1ewdkj5a26]SECTION 2 — PREVIOUS MEETING FOLLOW-UP (10 minutes)
[bookmark: _wm1ewdkj5a26]Review every action item from the last meeting using the traffic light system: 🟢 Green = Completed | 🟡 Yellow = In Progress | 🔴 Red = Blocked
	[bookmark: _wm1ewdkj5a26]Action Item
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date
	[bookmark: _wm1ewdkj5a26]Status 🟢🟡🔴
	[bookmark: _wm1ewdkj5a26]Notes / New Deadline

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]SECTION 3 — FINANCIAL PERFORMANCE REVIEW (15 minutes)
	[bookmark: _wm1ewdkj5a26]Metric
	[bookmark: _wm1ewdkj5a26]This Period
	[bookmark: _wm1ewdkj5a26]Target
	[bookmark: _wm1ewdkj5a26]vs. Last Period
	[bookmark: _wm1ewdkj5a26]vs. Last Year

	[bookmark: _wm1ewdkj5a26]Total Sales
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]%
	[bookmark: _wm1ewdkj5a26]%

	[bookmark: _wm1ewdkj5a26]Food Cost %
	[bookmark: _wm1ewdkj5a26]%
	[bookmark: _wm1ewdkj5a26]%
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Labor Cost %
	[bookmark: _wm1ewdkj5a26]%
	[bookmark: _wm1ewdkj5a26]%
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]COGS
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Overtime Hours
	[bookmark: _wm1ewdkj5a26]hrs
	[bookmark: _wm1ewdkj5a26]hrs
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Avg Check Size
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]$
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Guest Count
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _sn0qullo4m77]
[bookmark: _wm1ewdkj5a26]What drove performance this period?
[bookmark: _29zta0s7lbhf]
[bookmark: _wm1ewdkj5a26]Are we on track to meet the monthly/quarterly budget? ☐ Yes ☐ No ☐ At Risk
[bookmark: _e14t5lu8en9]
[bookmark: _wm1ewdkj5a26]Top financial priority this week:
[bookmark: _rg9ls5jgh6c]
[bookmark: _wm1ewdkj5a26]Financial Action Items:
	[bookmark: _wm1ewdkj5a26]Action
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _3gi1fj9qss6l]
[bookmark: _1el3c15hyvep]
[bookmark: _tu4jh0yeslv]
[bookmark: _oid8lum6agjd]
[bookmark: _wk9v4win3agk]
[bookmark: _wm1ewdkj5a26]SECTION 4 — STAFFING & HUMAN RESOURCES (15 minutes)
[bookmark: _wm1ewdkj5a26]Current Staffing Status:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Notes / Updates

	[bookmark: _wm1ewdkj5a26]Attendance & punctuality concerns
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Upcoming schedule changes or requests
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Open positions / active hiring
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]New hire onboarding progress
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Performance issues requiring attention
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Team Development:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Notes / Updates

	[bookmark: _wm1ewdkj5a26]Training program progress
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Cross-training initiatives
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Employee recognition this week
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Staff morale/culture observations
	[bookmark: _wm1ewdkj5a26]


[bookmark: _c9ky0a2cld4u]
[bookmark: _wm1ewdkj5a26]HR Matters:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Notes / Updates

	[bookmark: _wm1ewdkj5a26]Policy updates or reminders
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Workplace safety concerns
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Employee feedback or suggestions
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Retention risks
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Staffing Action Items:
	[bookmark: _wm1ewdkj5a26]Action
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]SECTION 5 — OPERATIONS CHECK-IN (15 minutes)
[bookmark: _wm1ewdkj5a26]Kitchen Operations:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Status / Notes

	[bookmark: _wm1ewdkj5a26]Food quality consistency
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Prep times and kitchen efficiency
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Equipment maintenance issues
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Inventory management and ordering
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Waste and variance concerns
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Front-of-House Operations:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Status / Notes

	[bookmark: _wm1ewdkj5a26]Service speed and quality
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Table turn rate/customer flow
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]POS system performance
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Cleanliness and presentation standards
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Facility & Vendor:
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Status / Notes

	[bookmark: _wm1ewdkj5a26]Open maintenance requests
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Safety compliance
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Vendor/delivery issues
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Technology updates
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Operations Action Items:
	[bookmark: _wm1ewdkj5a26]Action
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]SECTION 6 — CUSTOMER EXPERIENCE REVIEW (10 minutes)
[bookmark: _wm1ewdkj5a26]Recent Reviews Summary:
	[bookmark: _wm1ewdkj5a26]Platform
	[bookmark: _wm1ewdkj5a26]Current Rating
	[bookmark: _wm1ewdkj5a26]Change Since Last Meeting
	[bookmark: _wm1ewdkj5a26]Notable Feedback

	[bookmark: _wm1ewdkj5a26]Google
	[bookmark: _wm1ewdkj5a26]⭐
	[bookmark: _wm1ewdkj5a26]↑ ↓ →
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Yelp
	[bookmark: _wm1ewdkj5a26]⭐
	[bookmark: _wm1ewdkj5a26]↑ ↓ →
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]TripAdvisor
	[bookmark: _wm1ewdkj5a26]⭐
	[bookmark: _wm1ewdkj5a26]↑ ↓ →
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Internal / Other
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _ewhg4f55w8f4]
[bookmark: _ibuayn33k6pf]
[bookmark: _qvzlp9io5wfn]
[bookmark: _t1xmfigx7b9j]
[bookmark: _wm1ewdkj5a26]Wins — What are customers praising?
[bookmark: _wm1ewdkj5a26]Complaints — What are customers complaining about?
[bookmark: _wm1ewdkj5a26]Service failures discussed and resolution status:
	[bookmark: _wm1ewdkj5a26]Issue
	[bookmark: _wm1ewdkj5a26]What Happened
	[bookmark: _wm1ewdkj5a26]Resolution
	[bookmark: _wm1ewdkj5a26]Status

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Customer Experience Action Items:
	[bookmark: _wm1ewdkj5a26]Action
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]SECTION 7 — MARKETING & PROMOTIONS (8 minutes)
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Notes

	[bookmark: _wm1ewdkj5a26]Current promotion performance
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Social media engagement summary
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Upcoming events or specials
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Seasonal menu item performance
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Community or partnership updates
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]Marketing material or training needs
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Marketing Action Items:
	[bookmark: _wm1ewdkj5a26]Action
	[bookmark: _wm1ewdkj5a26]Owner
	[bookmark: _wm1ewdkj5a26]Due Date

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]SECTION 8 — MANAGER ROUNDTABLE (10 minutes)
[bookmark: _wm1ewdkj5a26]Each manager gets 2 minutes. No interruptions.
	[bookmark: _wm1ewdkj5a26]Manager
	[bookmark: _wm1ewdkj5a26]Projects / Updates
	[bookmark: _wm1ewdkj5a26]Challenges
	[bookmark: _wm1ewdkj5a26]Resources Needed

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]

	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]
	[bookmark: _wm1ewdkj5a26]


[bookmark: _wm1ewdkj5a26]Best practice or win to share with the whole team:
[bookmark: _wm1ewdkj5a26]SECTION 9 — STRATEGIC PLANNING (5 minutes)
	[bookmark: _wm1ewdkj5a26]Topic
	[bookmark: _wm1ewdkj5a26]Notes

	[bookmark: _wm1ewdkj5a26]Progress toward quarterly goals
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[bookmark: _2o4y9v6pxl6h]
[bookmark: _rlz4uv04o67]COMPLETE ACTION ITEM SUMMARY
[bookmark: _wm1ewdkj5a26]All action items from every section in one place for easy follow-up.
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[bookmark: _l8t2miu7e2ay]
[bookmark: _xoojqtc19u00]
[bookmark: _bpi8gokqwv9d]DECISIONS MADE THIS MEETING
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[bookmark: _cviz1cd35u64]
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[bookmark: _ti2903okkp5g]
[bookmark: _r6t4xwmglmop]Follow-Up & Accountability System
[bookmark: _wm1ewdkj5a26]Documentation: 
[bookmark: _wm1ewdkj5a26]Distribute meeting minutes within 2 hours via your shared platform (Google Docs, Teams, Notion, etc.). Every manager should be able to find any past meeting's notes and action items within 60 seconds.
[bookmark: _wm1ewdkj5a26]Between Meetings 
[bookmark: _wm1ewdkj5a26]Managers should update progress on their assigned tasks in your shared system, communicate obstacles as soon as they arise — not at the next meeting — and confirm completion when tasks are done.
[bookmark: _wm1ewdkj5a26]Performance Tracking
· [bookmark: _wm1ewdkj5a26]Weekly dashboard review of key KPIs
· [bookmark: _wm1ewdkj5a26]One-on-one check-ins with managers who have red (blocked) items
· [bookmark: _wm1ewdkj5a26]Monthly review of overall meeting effectiveness
· [bookmark: _wm1ewdkj5a26]Quarterly evaluation: Is this meeting format still serving our needs?
[bookmark: _y4ojl4lx5rpv]Measuring Meeting Success
[bookmark: _wm1ewdkj5a26]A meeting that produces no change in behavior or outcomes is a wasted hour. Track these indicators to ensure your meetings are actually working:
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	[bookmark: _wm1ewdkj5a26]Attendance rate
	[bookmark: _wm1ewdkj5a26]% of managers present at each meeting
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	[bookmark: _wm1ewdkj5a26]Action item completion rate
	[bookmark: _wm1ewdkj5a26]% completed on time before next meeting
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	[bookmark: _wm1ewdkj5a26]Same problem discussed 3+ meetings in a row
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	[bookmark: _wm1ewdkj5a26]Each manager contributes at least once
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	[bookmark: _wm1ewdkj5a26]Decisions tracked and outcomes reviewed
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[bookmark: _1gotv38laf1c]Conclusion
[bookmark: _wm1ewdkj5a26]Effective manager meetings are one of the highest-ROI activities in restaurant leadership. When run well, they prevent costly mistakes, develop stronger leaders, and create the alignment your staff and customers can feel.
[bookmark: _wm1ewdkj5a26]Keep every meeting:
· [bookmark: _wm1ewdkj5a26]Consistent — Same time, same format, every week
· [bookmark: _wm1ewdkj5a26]Collaborative — Every manager participates and contributes
· [bookmark: _wm1ewdkj5a26]Action-Oriented — Every discussion ends with a specific next step and a named owner
· [bookmark: _wm1ewdkj5a26]Accountable — Action items are reviewed, not forgotten
[bookmark: _jgeroltqefaz]The one hour you spend in this meeting pays for itself ten times over in fewer operational fires, lower turnover, faster problem resolution, and a team that trusts each other. Make it count.
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