Weekly Meeting Checklist
	Meeting
	
	Who Attended
	
	Were Metrics Reviewed Y/N
	
	Was Agenda Followed
Y/ N

	Daily Staff Huddle
	
	· Doctor
· Manger
· Seminar Presenter/ Program Closer
· Accountability Coach
· Front Desk 
· Seminar Assistant
· Therapists
· Other                                                         l
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	Weekly Staff Meeting
	
	· Doctor
· Manger
· Seminar Presenter/ Program Closer
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· Seminar Assistant
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	Marketing
	
	· Marketing Director
· Manager
· Other                                                         l
	
	
	
	

	Seminar Assistant
	
	· Seminar Presenter / Program Closer
· Marketing Director
· Seminar Assistant
· Front Desk 
· Manager
· Other                                                         l
	
	
	
	

	Sales
	
	· Seminar Presenter / Program Closer
· Manager
· Front Desk
· Other                                                         l
	
	
	
	

	Front Desk
	
	· Front Desk 
· Manager
· Other                                                         l
	
	
	
	

	Therapy
	
	· Therapists
· Doctor
· Manager
· Other                                                         l
	
	
	
	

	Accountability Coach/
Patient Coordination
	
	· Accountability Coach
· Doctor
· Manager
· Other                                                         l
	
	
	
	

	Management
	
	· All Managers
· Owner
· Other                                                         l
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