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Generic Monthly Agenda

Financial Review

1. P&L for past month and YTD or 12 months trailing.

2. P&L for past month and YTD compared to budget.

3. Balance Sheet at latest month-end and today.

4. Job Cost report for YTD or all Jobs in progress.

5. Analysis of gross margins and net margins.

6. AR Aging at month-end and today.

7. Discussion of any problem accounts and what action to take. 

8. AP Aging at month-end.

9. Cost allocation issues.

10. Owner draws.

Cash

1. Amount in bank at month-end and currently.

2. Line of credit balance at month-end and currently.

3. Forecast of cash situation for the next 3-6 months. 

Taxes

1. Company income, payroll and excise taxes.

2. Owner income tax returns.

3. Owner estimated payments.

Financing

1. Is the Line of Credit renewal coming up?

2. Capital asset needs/financing.

3. How is the relationship with our bank?

4. How is our credit card situation?

Budgets

1. Are we working on new budgets?

2. Are we rolling budgets further forward?

3. Do we need to modify our existing budget?

4. Do we need to reset our goals?

5. Do we have the right KPIs in place?

Backlog (under contract, not yet performed)

1. What is the existing backlog of work?

2. How long will the backlog take to fulfill?

Pipeline (prospects for future work)

1. Review of the Pipeline for future work.

2. Updates including new prospects, prospective work we were not successful on, etc.

3. Efforts to increase our Pipeline.

Marketing/Sales

1.  What Marketing initiatives are we taking or should we be taking?

2. Are sales on target?

3. Special projects.

4. Are there new markets we should be considering?

5. Does our website need work?


