_______ Evening Meeting Day 1

Monday, _________ [date]

Conference Room reserved from 5 to 11 PM—we do not have to be there from 5 to 11!

Location: _________________

1. Dinner

2. Evaluation of progress during Day 1

· How is everybody doing?

· Category Owner status 

· Issues resolved

· Information/interviews needed--are they scheduled?

· What comments are ready to be finalized?

· Are there any PGPs?

· Homework—finalize any comments you can!

· Results items would be candidates for this

3. Assignment of pairings for Day 2

4. Development of interview approaches and scripts (working in the interview pairs)

5. Preparation of site scripts for Day 2 

Evening Meeting Day 2 (for a four-day site visit—otherwise, go to Day 3)

Tuesday, ________________

Conference Room reserved from 5 to 11 PM—we do not have to be there from 5 to 11!

Location: _____________

1. Dinner

2. Evaluation of progress during Day 2

· How is everybody doing?

· Category Owner status 

· Issues resolved

· Information/interviews needed--are they scheduled?

· What comments are ready to be finalized?

· Results items should be nearing completion!

· Are possible PGPs holding up? Any new PGPs?

· Walk the wall using laptops or printed copies for any items finalized

· Homework—finalize/revise any comments you can!

2. Assignment of pairings for Day 3 (if this is an interview day)

3. Preparation of site scripts for Day 3 (working in the interview pairs)

Evening Meeting Day 3

Wednesday, _________

Conference Room reserved from 5 to 11 PM—we do not have to be there from 5 to 11!

Location: _________________

1. Dinner

2. Evaluation of progress during Day 3

· How is everybody doing?

· Category Owner status 

· Issues resolved

· Information/interviews needed (better not be any!)

· All comments should be finalized or ready to be finalized!

· PGPs?

· Homework—finalize/revise any remaining comments!

3. Review plan for Day 4

4. Walk the wall for finalized comments

5. Prepare exit presentation from key themes storyboard

Meeting Day 4

Thursday, _____________

Conference Room reserved from 8 to 7 PM—we do not have to be there until 7!

Location: ______________

1. Check out of rooms

2. Pack up applicant materials for return to applicant representative

3. Evaluation of progress

· How is everybody doing?

· Category Owner status 

· Issues resolved

· Information/interviews needed (better not be any!)

· All comments finalized?

· Consensus on PGPs

4. Walk the wall for exit presentation

5. Decide who’s presenting what at exit

6. Complete walk the wall for final comments—sign off!

7. Team answers to judges’ questions

8. Executive preview (team leaders) ___________ [time/location]

9. Exit presentation (all) ___________ [time/location]

10. Score

11. Review outstanding action items and expectations

12. Collect material to be shredded, clean up conference room, and leave!

