[image: ]Facilitator Checklist
Delivery Preparation Call #1 (Internal TMBC Meeting):



Time: Approximately 30 Minutes 
Attendees: Facilitator, DC/CSP, Sales, Workshop Specialist 

In preparation for meeting with client/client sponsors, please discuss the following:

· Review the specific request as worded in the TMBC Sales Order
· Review Client Fact Sheet (provided by Sales)
· Confirm the TMBC Team Members on the account (CSP, DC, WS, Coaching, Facilitation, Sales, Strategist, etc.)
· Identify key client stakeholders (What do they value? What goals are they trying to achieve?)
· What are the client’s expectations of the session?
· Discuss why the client chose TMBC
· Discuss relevant information about client’s buying process (i.e.: Was a TMBC Strategist involved?  How was the lead generated? Have they done previous work with ADP, TMBC, etc.?)
· Understand expectations of partnership and desired outcomes of coaching/learning engagements
· Uncover what it has been like to work with this client so far (their culture, topics of ongoing meetings, recent client “read out”)
· Learn how the client refers to team members, team leaders, names of teams that will be participating, etc. 
· Discuss the average team leader span of control (number of direct reports a leader inside of the organization typically has)

Things to research / uncover:
· Turnover rates / attrition (if known) / other pain points
· Organizational structure and where any physical offices are located
· How the organization makes money
· Organization’s vision, mission, and values
· Organization’s employee count 	

Are they a StandOut technology client? If so, discuss with CSP or DC:

· Status of implementation/implementation timeline(s)
· Do they have a “Content License” for any of our programs? 
· Who is or will be on the StandOut platform? (i.e.: selected teams, pilot group)
· Current StandOut user population (all, select teams, just leaders, etc.)?
· Number of StandOut assessments taken or assessment launch date(s)
· Is Progressive Disclosure of Check-In being used?
· Current metrics on attention/adoption (if known / applicable)
· Engagement Pulse (EP) launch date and/or most recent EP results
· Are there any custom Engagement Pulse questions being used?
· Is there any custom client reporting being used?

Is this a virtual event?  If so, please discuss:

· The virtual delivery platform to be used. 
· Who will be sending out calendar invitations and pre-communications?
· When will these be sent?

Is this an in-person event?  If so, please discuss:

· Have AV needs been identified?
· Who will provide on-site tech support? Who will the on-site client contact?
· Covid protocols reviewed, if applicable. The contingency plan in place.
Copyright © 2022 ADP, Inc. 


2
tmbc.com
image1.png
® THE
_ MARCUS
BUCKINGHAM"

COMPANY
an ADP Company





