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Plan Control
	Organization
	Government or institution

	Office
	Unit responsible for intergovernmental affairs

	Plan year
	For example, calendar year 2027 or fiscal year 2027

	Plan owner
	Name and title

	Executive sponsor
	Name and title of the executive who owns the plan for leadership

	Approved by
	Name, title, and date of approval

	Version and status
	Draft, adopted, or revised, with date

	Next scheduled review
	Date of the next quarterly review



How the plan and the tracker divide the work
The plan holds executive summaries and the decisions leadership approves. The tracker holds the full registers. Identifiers are the same in both: use the identifier in the plan and in the matching tracker record.
	Plan section
	Tracker worksheet
	What stays in the tracker

	1 to 4. Context, scope, executive priorities, environment
	Instructions, Escalations
	Report date and plan-year settings. Decisions requested of leadership are logged as escalations.

	5. Strategic objectives
	Objectives
	Progress from milestones, overdue counts, open high risks.

	6. Priority relationships
	Relationships
	Contacts, health, cadence, last contact, and contact status.

	7. Legislative and administrative priorities
	Priorities
	Leads, stages, notes, and clearance flags.

	8. Engagement and coordination
	Actions
	The running log of engagement and its outcomes.

	9. Annual implementation plan
	Milestones
	Every milestone, dependency, revised date, and slip.

	10. Risks and escalation
	Risks, Escalations
	The full register, exposure ratings, review flags.

	11. Performance measures and reporting
	Dashboard
	Executive summary that calculates from every sheet.

	12. Quarterly review and adjustment
	Quarterly Review
	Prior-quarter comparison showing improved, declined, or unchanged.



Identifier conventions
	Record
	Format
	Record
	Format
	Record
	Format

	Executive priority
	EP-1
	Legislative item
	LEG-01
	Risk
	RSK-01

	Objective
	OBJ-1
	Administrative item
	ADM-01
	Escalation
	ESC-01

	Relationship
	REL-01
	Milestone
	MS-001
	Action
	ACT-001



Tables in this template are numbered for you. Keep the numbering unique and never reuse an identifier, even after an item closes. Use LEG for matters before a legislative body and ADM for matters before an agency or other executive decision-maker.
Using this template
Click a gray field to enter text, choose a list item, or pick a date. To add a row, press Tab in the last cell of a table and enter the next identifier. Delete rows or sections that do not apply.
1. Strategic Context and Organizational Priorities
Purpose. Establishes why the plan exists, what leadership documents it answers to, and what resources the office has to carry it out.
Guidance.  Write for a reader who has not followed your year. Name the leadership documents the plan answers to. Keep the plan in brief to five sentences: what the office will accomplish, with whom, by when, and what it needs from leadership.
	Mandate of the office
	What the office represents, to whom, and with what authority. Two or three sentences.

	What has changed since the last plan
	Changes in leadership direction, funding, law, partners, or conditions that make this year different

	Plan in brief
	Five sentences: what the office will accomplish this year, with which governments, by when, and what it needs from leadership



1.1 Resource baseline
	Resource
	Current position
	Constraint on this plan

	Staff, budget, partners
	Quantity, funding, or capacity
	What it limits

	Staff, budget, partners
	Quantity, funding, or capacity
	What it limits

	Staff, budget, partners
	Quantity, funding, or capacity
	What it limits



2. Scope of Intergovernmental Responsibilities
Purpose. Defines what the office leads, coordinates, and leaves to others, and who decides what. A shared scope prevents unauthorized positions and duplicated effort.
Guidance.  State what the office leads, what it only coordinates, and what it leaves to others. Decision rights prevent the most common failure in this work: a position taken before it was cleared. Confirm any limits on advocacy activity with counsel. This template assumes none.
2.1 Responsibilities
	Responsibility
	Office role
	Basis and limits
	Hands off to

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not

	Area of work
	Role
	Source of authority and any limits
	Who owns what the office does not



2.2 Decision rights and clearance
	Decision
	Who decides
	Clearance path
	Standard turnaround

	Type of decision
	Role
	Who must review before it is final
	Time

	Type of decision
	Role
	Who must review before it is final
	Time

	Type of decision
	Role
	Who must review before it is final
	Time

	Type of decision
	Role
	Who must review before it is final
	Time

	Type of decision
	Role
	Who must review before it is final
	Time



3. Executive Priorities and Decisions Required
Purpose. Ties the plan to what leadership has said it wants, and lists the decisions the office needs from leadership to deliver it.
Guidance.  Take priorities from leadership documents, not from the office's own agenda. If you cannot cite a source, label the item an office priority. List the decisions you need from leadership with dates. Open items on this list are the first thing to raise at each quarterly review.
3.1 Executive priorities
	ID
	Priority
	Source document
	Owner
	What leadership expects
	Objectives

	EP-1
	As leadership stated it
	Document and date
	Executive
	Deliverable and date
	OBJ IDs

	EP-2
	As leadership stated it
	Document and date
	Executive
	Deliverable and date
	OBJ IDs

	EP-3
	As leadership stated it
	Document and date
	Executive
	Deliverable and date
	OBJ IDs

	EP-4
	As leadership stated it
	Document and date
	Executive
	Deliverable and date
	OBJ IDs



3.2 Decisions required from leadership
	Decision
	From
	Needed by
	Consequence of delay
	Status

	The decision, stated so it can be answered yes or no
	Role
	Date
	What slips or is lost
	Status

	The decision, stated so it can be answered yes or no
	Role
	Date
	What slips or is lost
	Status

	The decision, stated so it can be answered yes or no
	Role
	Date
	What slips or is lost
	Status

	The decision, stated so it can be answered yes or no
	Role
	Date
	What slips or is lost
	Status

	The decision, stated so it can be answered yes or no
	Role
	Date
	What slips or is lost
	Status



4. Analysis of the Intergovernmental Environment
Purpose. Describes the governments, decisions, and calendar that will shape results, and the assumptions the plan rests on.
Guidance.  Cover only the institutions that can change the outcome of an objective. Delete rows that do not apply. For each assumption, state your confidence and what changes if you are wrong.
4.1 Landscape by level of government
	Level and institutions
	Current activity
	Opportunity and constraint
	Implication for the plan

	Level and key institutions
	What they are doing that affects the plan
	Where the plan can gain, and where it can lose
	What the plan does about it

	Level and key institutions
	What they are doing that affects the plan
	Where the plan can gain, and where it can lose
	What the plan does about it

	Level and key institutions
	What they are doing that affects the plan
	Where the plan can gain, and where it can lose
	What the plan does about it

	Level and key institutions
	What they are doing that affects the plan
	Where the plan can gain, and where it can lose
	What the plan does about it

	Level and key institutions
	What they are doing that affects the plan
	Where the plan can gain, and where it can lose
	What the plan does about it



4.2 Interests and alignment
	Government
	What it wants
	Where we align and diverge
	Our leverage or offer

	Name
	Its objective on the matters that affect you
	Shared ground. Conflict or competition.
	What we can give or credibly withhold

	Name
	Its objective on the matters that affect you
	Shared ground. Conflict or competition.
	What we can give or credibly withhold

	Name
	Its objective on the matters that affect you
	Shared ground. Conflict or competition.
	What we can give or credibly withhold

	Name
	Its objective on the matters that affect you
	Shared ground. Conflict or competition.
	What we can give or credibly withhold



4.3 External decision calendar
	Date
	Event
	Who decides
	Effect on the plan

	Date
	What happens
	Body or official
	What it moves or fixes

	Date
	What happens
	Body or official
	What it moves or fixes

	Date
	What happens
	Body or official
	What it moves or fixes

	Date
	What happens
	Body or official
	What it moves or fixes

	Date
	What happens
	Body or official
	What it moves or fixes

	Date
	What happens
	Body or official
	What it moves or fixes



4.4 Planning assumptions
	Assumption
	Basis
	Confidence
	If wrong

	What you are assuming
	Why you believe it
	Level
	What changes

	What you are assuming
	Why you believe it
	Level
	What changes

	What you are assuming
	Why you believe it
	Level
	What changes

	What you are assuming
	Why you believe it
	Level
	What changes

	What you are assuming
	Why you believe it
	Level
	What changes



5. Strategic Objectives and Intended Outcomes
Purpose. Commits the office to a small number of results that leadership can recognize when they happen. Everything else in the plan supports these.
Guidance.  An objective is a meaningful, verifiable result that advances the office's mission. It may depend on a decision by another government, or it may be an important internal improvement such as an adopted clearance process or an executive reporting procedure. Test each one for significance, a result someone outside the office could verify, and lasting value to the organization. Routine work such as attending meetings, monitoring measures, and answering inquiries belongs in the Actions log. Four to seven objectives is workable.
5.1 Objective summary
	ID
	Objective
	Type
	Priority
	Lead
	Target date
	Status

	OBJ-1
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status

	OBJ-2
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status

	OBJ-3
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status

	OBJ-4
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status

	OBJ-5
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status

	OBJ-6
	One sentence naming the result
	Type
	EP
	Name
	Date
	Status



5.2 Objective detail
	OBJ-1
	Objective, in one sentence that names a result

	Type
	Type

	Intended outcome
	The end state, stated so someone outside the office could verify it

	Measure, baseline, target
	What you will check. Where things stand now. The result and date that count as success.

	Lead and support
	One accountable lead. Others who carry part of the work. Executive priority served (EP).

	Dates and status
	Start date, target date, current status

	Depends on
	Other objectives, decisions, assumptions, or partners

	Not included
	What this objective does not cover, to prevent scope drift



	OBJ-2
	Objective, in one sentence that names a result

	Type
	Type

	Intended outcome
	The end state, stated so someone outside the office could verify it

	Measure, baseline, target
	What you will check. Where things stand now. The result and date that count as success.

	Lead and support
	One accountable lead. Others who carry part of the work. Executive priority served (EP).

	Dates and status
	Start date, target date, current status

	Depends on
	Other objectives, decisions, assumptions, or partners

	Not included
	What this objective does not cover, to prevent scope drift



	OBJ-3
	Objective, in one sentence that names a result

	Type
	Type

	Intended outcome
	The end state, stated so someone outside the office could verify it

	Measure, baseline, target
	What you will check. Where things stand now. The result and date that count as success.

	Lead and support
	One accountable lead. Others who carry part of the work. Executive priority served (EP).

	Dates and status
	Start date, target date, current status

	Depends on
	Other objectives, decisions, assumptions, or partners

	Not included
	What this objective does not cover, to prevent scope drift



Copy a card for each additional objective and number it in sequence (OBJ-4, OBJ-5, and so on) to match the summary table and the tracker.
6. Priority Governmental Relationships
Purpose. Identifies the relationships that determine success, who owns each one, and what the office needs from each. Contacts, relationship health, cadence, and contact history are kept in the tracker.
Guidance.  List the relationships that decide whether an objective succeeds, not every contact. Assign one lead per relationship. Contact names, relationship health, cadence, and contact history are kept in the tracker. Posture is the government's position on your current agenda.
6.1 Relationship tiers
	Tier
	Meaning
	Default contact standard

	Tier 1 Strategic
	The relationship decides whether an objective succeeds.
	Monthly or more often. Weekly during active sessions.

	Tier 2 Priority
	Important to one or more objectives but not decisive alone.
	Monthly to quarterly.

	Tier 3 Maintain
	Useful to keep warm. Needed on specific matters.
	Quarterly.

	Tier 4 Monitor
	Watch for developments. No active engagement planned.
	Semiannual or as needed.



	Posture (their position on your agenda)
	Relationship health (how you work together)

	Aligned: shares your position on current matters.
Mixed: aligned on some matters, divergent on others.
Divergent: opposes your position on a matter that affects an objective.
Unknown: not yet assessed. A gap to close, not a neutral setting.
	Strong: open channel, mutual trust, prompt response.
Working: functional and professional. Responsiveness varies.
Strained: recent conflict, missed commitments, or poor response.
New: no track record yet. Dormant: no active relationship.



6.2 Priority relationships
	ID
	Institution and level
	Tier
	Posture
	Our lead
	What we need from them (objective)

	REL-01
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-02
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-03
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-04
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-05
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-06
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves

	REL-07
	Institution, then level of government
	Tier
	Posture
	Name
	The specific ask, and the objective it serves



7. Legislative and Administrative Priorities
Purpose. Lists the bills, budget actions, rules, grants, approvals, and agreements where a decision-maker will act this year, with the cleared position and the next date that matters. Leads, stages, and notes are kept in the tracker.
Guidance.  List matters where a decision-maker will act this year. Keep legislative and administrative items apart because the clocks, decision-makers, and rules for advocacy differ. Record the cleared position or mark the item Undecided. Leads, stages, and notes are kept in the tracker.
7.1 Legislative priorities
	ID
	Measure and body
	Position
	Clearance
	Next key date
	Desired outcome and conditions

	LEG-01
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	LEG-02
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	LEG-03
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	LEG-04
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	LEG-05
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.



7.2 Administrative priorities
	ID
	Matter and agency
	Position
	Clearance
	Next key date
	Desired outcome and conditions

	ADM-01
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	ADM-02
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	ADM-03
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	ADM-04
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.

	ADM-05
	Number or title, then the body that decides
	Position
	Clearance
	Date, and what happens
	A result specific enough to judge. Who else cares, and what they want.



7.3 Where priorities depend on or conflict with each other
	Items
	Interaction
	Sequencing or resolution

	IDs
	How one affects the other
	What you will do, and when

	IDs
	How one affects the other
	What you will do, and when

	IDs
	How one affects the other
	What you will do, and when



8. Engagement and Coordination Strategies
Purpose. Sets out, for each objective, who must be moved, with what ask, in what sequence, and who speaks. Also records the internal coordination the plan depends on.
Guidance.  For each objective, name the decision-makers, the specific ask, the sequence of engagement, and who speaks. Include the competing interest. A strategy that does not identify one is incomplete.
8.1 Strategy by objective
	Obj.
	Decision-makers and the ask
	Approach and sequence
	Allies, competing interests, and who speaks

	OBJ-1
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.

	OBJ-2
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.

	OBJ-3
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.

	OBJ-4
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.

	OBJ-5
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.

	OBJ-6
	Who decides or influences. The specific request, and why they should agree.
	Channels, order, timing
	Who helps. Who competes. Who speaks and how positions are cleared.



8.2 Internal coordination
	Partner
	What the plan needs from them
	Mechanism and cadence
	Our owner

	Unit or agency
	Specific input or product
	Meeting, memo, shared tracker
	Name

	Unit or agency
	Specific input or product
	Meeting, memo, shared tracker
	Name

	Unit or agency
	Specific input or product
	Meeting, memo, shared tracker
	Name

	Unit or agency
	Specific input or product
	Meeting, memo, shared tracker
	Name



9. Annual Implementation Plan
Purpose. Shows leadership the dates that matter, how the year is paced, and who carries the work. Every milestone, dependency, and revised date is kept in the tracker.
Guidance.  List the milestones leadership needs to see: fixed external dates, decision points, and the final result for each objective. The tracker holds every milestone, dependency, and revised date.
9.1 Executive milestones
	ID
	Milestone
	Obj.
	Type
	Owner
	Due
	Status

	MS-001
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-002
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-003
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-004
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-005
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-006
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-007
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-008
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status

	MS-009
	A dated result, not an activity
	OBJ
	Type
	Name
	Date
	Status



9.2 Pacing of the year
	Quarter
	Principal work
	Leadership decisions
	Capacity pinch points

	Q1
	Where effort concentrates
	Decisions due
	Where the office is thin

	Q2
	Where effort concentrates
	Decisions due
	Where the office is thin

	Q3
	Where effort concentrates
	Decisions due
	Where the office is thin

	Q4
	Where effort concentrates
	Decisions due
	Where the office is thin



9.3 Assignments and capacity
	Person
	Leads
	Supports
	Capacity notes

	Name and title
	Objectives and relationships
	Objectives and relationships
	Known constraints and backup

	Name and title
	Objectives and relationships
	Objectives and relationships
	Known constraints and backup

	Name and title
	Objectives and relationships
	Objectives and relationships
	Known constraints and backup

	Name and title
	Objectives and relationships
	Objectives and relationships
	Known constraints and backup



10. Risks, Constraints, and Escalation Requirements
Purpose. Names what could stop an objective, how the office would know early, and when a problem moves to a decision-maker.
Guidance.  Write each risk as cause, event, and effect. Give it an early warning indicator you can observe and an owner. Show leadership the high-exposure and escalated risks here. The tracker holds the full register. Set escalation triggers in advance so that no one has to decide in the moment whether a problem is large enough to raise.
10.1 Principal risks
	ID
	Risk
	Obj.
	Rating
	Early warning indicator
	Mitigation, owner, status

	RSK-01
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.

	RSK-02
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.

	RSK-03
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.

	RSK-04
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.

	RSK-05
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.

	RSK-06
	Cause, event, and effect
	OBJ
	Rating
	What you can observe
	What you do now and if it happens. Owner.



10.2 Constraints
	Constraint
	Effect on the plan
	How the plan works around it

	Fixed limit
	What it prevents or forces
	Accommodation

	Fixed limit
	What it prevents or forces
	Accommodation

	Fixed limit
	What it prevents or forces
	Accommodation

	Fixed limit
	What it prevents or forces
	Accommodation



10.3 Escalation protocol
	Trigger
	Escalate to
	Within
	Form
	Decision wanted

	A fixed external date is at risk of being missed
	Level
	Time
	Call, memo, decision list
	What you ask them to decide

	A government takes a position contrary to your institution's cleared position
	Level
	Time
	Call, memo, decision list
	What you ask them to decide

	A partner delays or declines a commitment the plan depends on
	Level
	Time
	Call, memo, decision list
	What you ask them to decide

	A new measure or rule threatens an objective
	Level
	Time
	Call, memo, decision list
	What you ask them to decide

	A request for a position arrives that has not been cleared
	Level
	Time
	Call, memo, decision list
	What you ask them to decide

	Condition
	Level
	Time
	Call, memo, decision list
	What you ask them to decide



10.4 Escalation summary
Summarize escalations that reached a decision-maker this year. Record each one in the tracker's Escalations sheet.
	ID
	Raised and issue
	To
	Decision requested and due
	Outcome

	ESC-01
	Date, and what could not be resolved at your level
	Level
	The decision, and the date needed
	Decision and date

	ESC-02
	Date, and what could not be resolved at your level
	Level
	The decision, and the date needed
	Decision and date

	ESC-03
	Date, and what could not be resolved at your level
	Level
	The decision, and the date needed
	Decision and date

	ESC-04
	Date, and what could not be resolved at your level
	Level
	The decision, and the date needed
	Decision and date



11. Performance Measures and Reporting
Purpose. Defines how the office will show leadership what the plan produced, and when.
Guidance.  Measure outcomes and milestones first. Use relationship and process measures only where they help explain outcomes. Report fewer measures with clear definitions rather than many without.
11.1 Measures
	Measure
	Type
	Definition and data source
	Baseline
	Target
	Owner

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name

	Name
	Type
	Rule, source, frequency
	Starting value
	Value and date
	Name



11.2 Reporting schedule
	Report
	Audience
	Format
	Frequency and due
	Owner

	Name
	Who receives it
	Length and form
	When
	Name

	Name
	Who receives it
	Length and form
	When
	Name

	Name
	Who receives it
	Length and form
	When
	Name

	Name
	Who receives it
	Length and form
	When
	Name

	Name
	Who receives it
	Length and form
	When
	Name



11.3 Status definitions
	Status
	Meaning

	On Track
	Milestones are on schedule and no open issue threatens the target date or outcome.

	At Risk
	A milestone is late, a dependency is unresolved, or an assumption is in doubt. The target can still be met with an adjustment or a decision.

	Off Track
	The target date or outcome will not be met without a change in scope, schedule, or a leadership decision.

	Complete
	The outcome occurred and the success measure was met.

	Deferred
	Leadership deliberately postponed the objective.



12. Quarterly Review and Adjustment
Purpose. Keeps the plan current by reviewing progress against objectives, recording what changed, and putting decisions in front of leadership.
Guidance.  Review against the plan, not the calendar. Record the evidence, the variance and its cause, and what changed. Update the plan and the tracker together so the record agrees.
12.1 Review agenda
Status of each objective, with evidence. Start with the objectives that moved.
Milestones overdue or due within 30 days, and dependencies that now affect another objective.
Risks that rose, risks past their review date, and escalations still open.
Relationships overdue for contact or showing a change in posture.
Decisions needed from leadership, with dates. Changes to the plan to approve.
12.2 Status by quarter
	Objective
	Q1
	Q2
	Q3
	Q4

	OBJ-1
	Status
	Status
	Status
	Status

	OBJ-2
	Status
	Status
	Status
	Status

	OBJ-3
	Status
	Status
	Status
	Status

	OBJ-4
	Status
	Status
	Status
	Status

	OBJ-5
	Status
	Status
	Status
	Status

	OBJ-6
	Status
	Status
	Status
	Status



12.3 Review record
	Qtr
	Obj.
	Evidence of progress
	Variance and cause
	Adjustment made and decision needed

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.

	Q
	OBJ
	Events, decisions, documents
	Where actual differs from plan, and why
	Change to the plan. Decision needed from leadership, with date.



12.4 Adjustment log
	Date
	Change to the plan
	Reason
	Approved by
	In tracker

	Date
	What changed, with IDs
	Why
	Name
	Yes/No

	Date
	What changed, with IDs
	Why
	Name
	Yes/No

	Date
	What changed, with IDs
	Why
	Name
	Yes/No

	Date
	What changed, with IDs
	Why
	Name
	Yes/No
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