THE TOOL

Quarterly check-in sheet

PERFORMANCE

WHEN HOW LONG

PERSON MANAGER

o Four questions, both sides answer

QUESTION THEIRS

e One thing to focus on next quarter

NEVER

QUARTER

written during the conversation, not after

MINE

in their words, agreed

WHY QUARTERLY AND NOT ANNUAL

Both sides write, at the
same moment, three or four
lines each.

Memory covers about two

months plus one incident
that stuck.

This sheet never
determines pay. Run that
separately.

Written during the
conversation, not
afterwards from memory.

The four questions: What went well this quarter, specifically? What was harder than it should have been? What do you want to be doing more

of in a year? What do you need from me that you are not getting? Nobody should be surprised at an annual review.



