Communication Meetings 
 


Purpose: To ensure consistent communication among employees, it occurs weekly and monthly.

Scope: We aim to provide verbal communication to every employee, allowing them to access various sources of information. This category also encompasses email, face-to-face interactions, and meeting minutes as communication methods.

Procedure:
1. Meetings shall be held at a minimum to support the operational structure of the business and inform team stakeholders of verbal updates.
 (Meeting times can change depending on business needs) 
a. Production Meetings 
b. Engineering Meeting 
c. Operations Meeting 
d. Plant Wide Meeting 
e. Shift Meetings 
2. Suggested attendees are as follow: 
a. President (will attend meetings as needed to address concerns, praise or inform)

b. VP 
c. Production Manager 
d. Tooling Manager
e. Project Engineer 
f. Project Coordinator 

g. Quality Engineer 

h. Quality Manager 
i. Maintenance Manager
j. Customer Service Manager
k. Office Staff
l. Purchasing Manager 
m. Staff accountant
n. Tool Room staff 

o. Press Operators 

p. Quality Tech’s 
q. Maintenance Technicians
r. Warehouse Coordinators
s. Setup Technicians 
t. Material Handlers 

u. Mold Tech / Mold Supervisors
v. Human Resource 

3. Agenda:


 Production Meeting:

a. Production demands 

b. Scheduling 

c. Tooling 
d. Material 
e. Maintenance

Engineering Meeting: 

a. Problem Projects/Problem accounts

b. New Project launch
c. Tooling issues

d. PPAP

e. Engineering Changes

Operations Meeting: 

a. Customer Service concerns

b. Finance / Economy 

c. Department Work Loads

d. Sales / Production KPI’s
Shift Meeting: 

a. Production turnover notes

b. Production issues

c. Production prep review for upcoming jobs

4.
Action items assigned, expectations and timeframe shall be established.

5.
The minutes are perpetual and are stored on L: Drive.
Reference: N/A
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