Sample Warranty Staff Meeting Agenda

         Date
____________________________________________________________________________
Attendees  ___________________________________________________________________________


	Company News

Communities
●
Community meetings

●
Sales staff

●
Model homes

●
Amenities

●
HOA/common areas

●
Grand opening

●
Closeout 

●
Construction staff

●
Product changes

●
Selections/change orders

●
Orientations

Warranty

●
Emergencies

●
Inspections

■
60-day

■
11-month

■
Miscellaneous

■
Out of warranty

●
Pending work orders

■
Current

■
Expired (over 10 days)

●
Trades’ performance

■
New trade orientation

■
Evaluations

■
Back charges

Competitor Visit

Accounting
●
Approved invoices

●
Expense statements

●
Gas credit cards

●
Van maintenance

●
Budget review


	Technology

●
Phones, pagers, radios

●
Computer system

Staff 

●
On-call schedule

●
Vacation schedule

●
Training

●
Uniform shirts and blouses 

Upcoming Training Schedule

●
Review of home owner guide

●
Manufacturer rep

●
Trade workshop

●
Other

Challenges and Suggestions 
for Improvement 

Notes













































