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Running Better Job Review Meetings in Plain English

A simple internal guide for PMs, accounting, and leadership

What a good meeting should do Why meetings underperform Coreidea

Surface the biggest risks, force Weak pre-work, inconsistent A good packet helps teams
clarity around what changed, and packets, live forecasting, and no see the issues. A good meeting
end with owners and due dates. real-time action capture. helps them act on them.

What a strong meeting should do
1) Surface the biggest risks

2) Force clarity around what changed and why
3) End with actions, owners, and due dates

What a better meeting looks like

e Starts with the highest-risk jobs

e Follows arepeatable packet order

e Focuses on major drivers, not every detail

e Avoids live forecasting

e Documents decisions and follow-ups in realtime
e Carries unresolved items into the next cycle

What the facilitator should do

Set the order of jobs (risk first)

Keep the team out of unnecessary detail
Ask for direct answers

Enforce the meeting standard

Capture decisions and follow-ups

Carry unresolved items forward

Questions the facilitator should ask

What changed since last month?
What is driving that change?

Is the forecast updated?

What action is required now?
Who owns it?

When will it be done?



Red flags

e Theteam is discovering numbers live

e The meeting runs long but produces little
e The same issue appears every month

e No one documents actions in real time

e Thereisno clear action list at the end

Why meetings matter

Many teams already have data. The difference is whether the meeting turns that information into decisions,
accountability, and follow-through.

Bottom line and best use
Bottom line: The goalis not to read reports out loud. The goal is to make decisions and move action
forward.

Best Monthly Job Review use: Use a consistent packet, strong facilitation, and a live action register so the
same problems do not repeat month after month.

47 Haynie



