You’re Hired “Game Plan” -- Business Meeting/Brainstorming Guide
Team Name:  _________________________________________________________________

STEP 1 – write down questions you believe you need to have answered in order to be successful with the current task.  Examples:  What is the philosophy/focus/goal of the organization you are working with?  What are the specific needs for this organization?  What marketing techniques has this organization found to be the most successful in the past?  What promotional material, if any, can this organization provide your team?  What is the first and last name of person to contact if questions arise?  What is the best way to contact this person?
STEP 2:  Take approximately 5-7 minutes and write down ALL the strategies/ideas your team members “throw out”.  For each of your team’s brainstormed strategies list everything your team would need to accomplish the strategy in terms of time, money (revenue/expenses), location, pr, written communication (letters, faxes, flyers, posters), contacts (people/companies), and possible websites to get additional information, and resources (paper, markers, trophies, food, security):

	Team’s Brainstormed Strategies
	Items Needed to Accomplish each Strategy

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


STEP 3:  Using the list you created above circle the top 2 strategies your team believes they can successfully completed at a quality level given the deadlines for this particular task.
STEP 4 – Fill-in one of the tables below for each of the 2 strategies your team has chosen to use (the circled ones listed in STEP 2).
	1ST STRATEGY – 



	Prioritize items listed in STEP 2 needed to successfully complete this strategy
	List name of team member who is going to be responsible for this particular item
	Deadline of when item needs to be completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	2ND STRATEGY – 



	Prioritize items listed in STEP 2 needed to successfully complete this strategy
	List name of team member who is going to be responsible for this particular item
	Deadline of when item needs to be completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


STEP 5:  All team members MUST sign and date below indicating they agree to the listing and schedule for the items listed above:

______________________________________________

______________________________________________


Signature & Date





Signature & Date

______________________________________________

______________________________________________


Signature & Date





Signature & Date

______________________________________________

______________________________________________


Signature & Date





Signature & Date
