KPI Review Agenda

	Date / Time
	
	Facilitator
	

	Scope
	Strategic & Hygiene KPIs / OPIs (select)
	Cadence
	Daily / Weekly / Monthly / Quarterly

	Participants
	



Meeting Objectives (keep it tight)
· Review performance vs. targets and decide actions where needed.
· Surface and address exceptions; confirm owners and deadlines.
· Check data quality; capture any changes needed in the KPI Data Dictionary (T9).

Pre-Meeting Prep (owner: facilitator)
Latest data loaded & checked
Trend view available (last 8–12 periods)
Exceptions list prepared (threshold breaches)
Prior actions status updated
Guests for deep dives invited (if any)

Agenda (time-boxed)
	Time
	Topic
	Notes

	00:00–00:03
	Open & context (changes since last review)
	

	00:03–00:10
	Headline KPIs (scan all; no debate)
	

	00:10–00:25
	Exceptions & thresholds breached (decide deep dives)
	

	00:25–00:40
	Deep dives (root cause / countermeasures)
	

	00:40–00:45
	Decisions, actions, owners & due dates
	



Headline KPI Panel (5–7 max)
	KPI
	Owner
	Latest
	Target
	Variance
	Status
	Trend note
	Decision

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Status: use simple words (On track / Watch / Off track). Keep debate for the Exceptions section.

Exceptions & Deep-Dive Candidates
	KPI
	What happened?
	Suspected cause
	Immediate containment
	Owner
	Deep dive required?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Deep Dives (root cause → countermeasures)
	Topic
	Key facts / data
	Root cause 
	Countermeasure
	Due

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Actions & Decisions Log
	Action / Decision
	Owner
	Due
	Status
	Comment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Data Quality Notes (feed KPI Data Dictionary)
	Issue / ambiguity
	Proposed definition change
	Who updates KDD
	By when

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Parking Lot (park non-agenda topics)
	Topic
	Next step & owner
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