2026 TPC Tune Up
Weekly on Monday – Max 90 minutes
Date: ______________________
Roles:
• Facilitator – Kasey
• Scribe – Tiffany
• Time & Win Keeper – Hailey
• Policy Writer – Makayla

1. Start with Wins – 5 minutes
The Time & Win Keeper starts the meeting with a quick recap of last week’s wins and any updates on progress made from the previous Tune Up action items.
Team members can add new wins as they come up during the meeting.
(Keep this brief but consistent — progress first, then problems.)

2. Select Issues for Today – 10 minutes
The Facilitator brings forward items from last week — PT Log, kickbacks, bottlenecks, client errors, internal misses, anything costing time or money.
Circle 1 to 3 issues to solve today:




3. Diagnose the Real Problem – 15 minutes
Don’t stop at surface symptoms.
As a team, answer:
· What is the real problem?
· What is the root cause?
· Why is this happening repeatedly?
Notes: 



4. Decide the Fix – 15 minutes
Keep it simple — no solutions that need a committee.
Answer:
· What change is needed to fix this?
· What process or behavior must change?
Notes: 



5. Assign Ownership – 15 minutes
Every fix needs a name and a deadline. The Scribe captures:
· Who owns it?
· What exactly are they doing?
· When is it due?
Action Items:
Owner ______ Task __________________________________ Due ______
Owner ______ Task __________________________________ Due ______
Owner ______ Task __________________________________ Due ______

6. Write It Live – 20 minutes
The Policy Writer drafts the SOP or policy in real time.
Team reviews and approves before leaving the room.
Link or location documented here: _________________________________

7. Check for Drift - Ongoing
The Time & Win Keeper monitors the clock, keeps discussion focused, and flags when the group is stuck or off track.
The Facilitator moves the team forward when needed.

8. Close the Loop – 10 minutes
Confirm:
· What gets shared with the whole company
· What goes to training
· What goes to each department
· What needs a follow-up next week

