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Use this tool and its prototypical agenda to plan out your quarterly meeting cadence. 
Topics: Financial results versus plan, prior year, and forecast. Progress against key initiatives 

Every quarter: 

Prior Quarter Review: Results versus expectations and applicable learning 

Current Quarter Update: Track progress and make tactical adjustments 

Next Quarter: Confirm implementation details 

Two Quarters out Set: Finalize plans 

Three Quarters out: Agree on preliminary plans 

Four Quarters out: Agree on priorities 

Annual tasks to be covered during the quarterly review process: 

Q1: Talent review 

Q2: Strategic planning (three-year financial targets) 

Q3: Future capability development, succession, and contingency planning 

Q4: Next year’s operating plans and budgets 
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NEW LEADER'S 100-DAY ACTION PLAN


Tool 10.1 - Quarterly Reviews












This form is described in The New Leader's 100-Day Action Plan by George Bradt et. al. (5th Edition) and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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