Staff Meeting Checklist

Manager Name:   ______________________________
Staffing Levels
Waitstaff/Host ( needs: _________________________

Bar ( needs: __________________________________

Kitchen ( needs: ______________________________
Employee Recognition  
Name: _______________________________________
Position: _____________________________________
Comments: ___________________________________
_____________________________________________

Name: _______________________________________

Position: _____________________________________

Comments: ___________________________________

_____________________________________________

Name: _______________________________________

Position: _____________________________________

Comments: ___________________________________

_____________________________________________

Employee Problems
Name: _______________________________________

Position: _____________________________________

Comments: ___________________________________

_____________________________________________

Name: _______________________________________

Position: _____________________________________

Comments: ___________________________________

_____________________________________________

General Problems

_____________________________________________
__________________________________________________________________________________________

____

Meeting Date:  ________________________

Upcoming Promotions
__________________________________________________________________________
Current Specials
__________________________________________________________________________

_____________________________________
Training Needed

Name: _______________________________

Position: _____________________________

Training Needs: ________________________

Repair/Maintenance Needed

Equipment: ___________________________

Repair Needs: _________________________

Date of Repair: ________________________

Supplies Needed

Supplies: _____________________________

Area: ________________________________

Staff Comments/Ideas

_______________________________________________________________________________________________________________
Goals
_____________________________________
__________________________________________________________________________

_____________________________________
Notes

_______________________________________________________________________________________________________________[image: image1.png]



