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T-9
The Quarterly Review
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: the owner or office manager who runs the review, in every tier. Time: about twenty minutes of prep the day before, thirty minutes at the table. Have ready: your one page (T-1) and its version log, the quarter’s usage log (T-5), the incident folder (T-6), your tool forms (T-8), your five-sentence statement (T-7), and the three-column sheet.
How to use it (owner’s side, not printed for the crew)
1.	Put four dates on the calendar a quarter apart, and one name next to each as the person who runs it. Treat them like inspections: the date holds, busy week or not.
2.	Do the prep list the day before. The meeting is for deciding, not for digging.
3.	Ask the seven questions in order, every time. Facts first, decisions last, and the same questions each quarter so this review can be read against the last one.
4.	Write short answers. “Nothing new” with a date is a complete answer and a good one.
5.	If question seven changes a line, the page gets a new version: number, date, change note, the line read out at the next huddle, old copies pulled, one superseded copy filed.




[COMPANY NAME] AI QUARTERLY REVIEW · Review # ______ · Date ______________
Run by ______________ · At the table ______________________________
Page version coming in ______ · Page version going out ______
The day before: prep (check each one)
•	☐ Read the quarter’s log. Pull three entries at random and find the real documents behind them. Did the checking happen as logged? ______
•	☐ Open the incident folder. List every report since the last review, and whether each thirty-day check happened.
•	☐ Open the settings of every AI tool on the approved list, and of every piece of software you pay for. Anything new, renamed, or switched on? Is the training setting where you left it?
•	☐ Read any update notices from your software vendors since the last review. Who receives them? ______________
•	☐ Pull the dated answers: your five-sentence statement, your insurance application answers, anything you told a customer or contractor in writing about AI.
•	☐ Check the three-column sheet. Anything past its “by when”?
The seven questions (in this order)
	Question
	Answer and notes
	Owner and by when

	1. What’s new? New tools, features, settings, or jobs people are using AI for.
	
	

	2. What went wrong? Incidents and near misses since last time. Did each thirty-day check happen?
	
	

	3. Are the checks still happening? The log, the Friday look, checker names, standing checks. Any that went quiet?
	
	

	4. What changed outside? Contracts, customer forms, the insurer, the law where we work. Is everything we told somebody in writing still true?
	
	

	5. What should we add? A job people want AI for that the page doesn’t cover.
	
	

	6. What should we stop? A use, a tool, an unused seat, an account somebody left behind.
	
	

	7. What do we rewrite? Any line on the page the first six answers made wrong.
	
	



The change note (only if question seven changed the page)
New version ______ · Date ______ · The line that changed, in plain words:
_________________________________________________________________
Why: ____________________________________ · Read out at the huddle on ______ by ______
☐ Old copies pulled from every truck, wall, and tablet ☐ One copy filed, marked superseded, with the dates it was in force ☐ Five-sentence statement re-dated to match
Next review: ______________ · Run by ______________


BACK OF THE SHEET · Don’t wait for the quarter (post this part)
Hold a short review the same week any of these happens:
•	A new tool, or a new feature someone wants to use for work
•	An incident, once the first hour is done
•	A new contract, questionnaire, or insurance form that asks about AI
•	A new law where you work, or a customer who says one applies
•	The person who owns the page, or runs a standing check, leaves
Once a year: re-run the ten-minute survey (T-11) with the same questions and the same promise, and lay the tally next to last year’s. Ask your insurance agent the five questions at renewal. Count your paid seats against the people who use them.
Signs you’ve outgrown your tier: you can’t name every AI tool from memory; more than a couple of people write to customers with AI; the review keeps running long; someone outside can demand proof of your whole program.
A boring review is a good review. Write “nothing changed,” sign it, date it, and file it. That page is what you hand over when someone asks how you keep your rules current.
Regulated or audited: keep minutes and an attendee list; track the same measures every quarter (incidents and days to close, log entries sampled and matched, tools added and retired, training completed by role); give every finding an owner and a due date and keep it open until a follow-up check proves it closed; and report the trend to whoever oversees risk, up to the board or its audit committee.
T-9 · The Quarterly Review · from AI Rules for Your Business by Don Sykes · sykesystem.com




