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Priorities:

V-Vital.  Those few things which ensure long-term success.  These are where 20% of the effort gets 80% of the results.

I - Important.  Should be done to ensure I/we meet the technical, personal and organizational objectives.

U - Urgent.  Time is the prime driving factor
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Have the employee fill in this at the beginning of the time period with specific objectives.  Remember that a good objective is 'knife edge' and measurable.  Review it with them and modify as you wish.  The real purpose is to enable a discussion and get agreement.  It is a good time to have a discussion about what should be 'on a plate' and what should be 'taken off the plate'.





Fill this in at the end of the period with the status and actuals.  Spend only as much time as it takes for you to understand what has been done….spend more time on the new form for the beginning of the next period.  The focus in not on evaluating or judging, but on what the roadblocks have been, what you can do to assist, and what else has crept onto the plate.





Add anything here which was done, but not identified as an objective at the beginning of the period.  We all want credit for those things we did, especially if they were requests from you in the middle of the period.





The comparisons between these columns gives you and the employee some calibration on how long it takes to do different things vs what you or they thought it would.  This is very helpful in future schedule estimation.
































