Business Review Meeting Preparation Template

Midyear 1999

Name:


Area of Responsibility:


I. Business Goals

Business Goals During Next 6-18 Months & Future Requirements
Target Dates

1.




2.


3.


4.


5.


II. Key Contributors/High Potentials:

Key Descriptors:

What makes the employee a key player?

What are their responsibilities?

What will be their future responsibilities?
Key Contributors –Employee essential to achieving the business goals and strategies as indicated within the next 6–18 months

Key Contributor
Current

Position:
High

Potential:

 If so, (Check)
Possible Future Positions

(if different)
Developmental Needs/Training
Replacement for Key Player


















































III. Gap Analysis

Key Descriptors:

Will additional skills be needed to meet the goals?

Will additional positions or specialty jobs be needed?

Gap Analysis During the next 6 – 18 months

Business Goal


Specific Skills Needed 
Title/Position
Estimated Date Needed





















IV. Reassignments:

Key Descriptors:

Movements within the organization based on future goals?

Does the employee express interest in moving to another area? 

Identify employee not performing well in current position? What position would make the employee more successful?

Reassignments

Employee Name
Position Held
Timing of Reassignment
Comments









































V. Promotions/Succession:

Hierarchical Promotions

Employee

 Name
Position

 Held
Ready Now
Ready in 6 Months
New Position

















































Succession Planning – Promotions or Open Positions that are not Hierarchical Promotions

Key Descriptors:
Who are key players that will achieve goal?

Identify replacement recommendations, readiness and development required.

Position

Title/Current Incumbent
Potential Replacement

Candidates
Date

Ready
Development Required


1.




2.




3.




1.




2.




3.




1.




2.




3



VI. Calibration of Business Unit Employees (3-6 groupings): 

Employee
Title
1
2
3
4
5
6








































































































































