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Population Health Leadership Quarterly Review Meeting Guidance 
Suggested checklists for before, during, and after each review meeting
Pre-Meeting
· Meet with PT Coach to prepare for the Leadership Quarterly Review, at least two weeks before the meeting.
· [bookmark: _Int_vjnhaQ4Y]Consider if a face-to-face meeting is feasible; secure conference room and communicate location. 
· [bookmark: _Int_e5W31z59]Prepare data run charts for each SMARTIE goal’s measures.
· Work with the PT Coach to annotate the charts and develop key messages for the review.
· Using the Facilitator’s Guide, work with PT Coach to create a detailed agenda including prompts for each topic.
· [bookmark: _Int_fvaUP45r][bookmark: _Int_5Sarh248]Populate slides using slide template. 
· Identify any PHM leaders who require pre-meeting alignment. Schedule discussions as needed.
· [bookmark: _Int_9LeL636U]Send email communication to leadership team with agenda (see below) and location.
· [bookmark: _Int_POE2ghs2]Determine notetaking method (recording vs. AI notes). Consider the sensitivity of the discussion and whether recording will change the dynamics of the meeting. 
During Meeting
· Capture meeting notes and actions. There is an option to capture actions and parking lot in the slide template. 
· Record specific changes to goals, strategies, or key activities/implementation plan.
· Capture parking lot topics and assign follow-up. 
Post-Meeting
· [bookmark: _Int_qaOt7Rdi]Post-meeting email to Population Health Team (cc. PT Coach) with decisions, recommendations, key takeaways, and goal/strategies or implementation plan modifications.
· Modify goals and change strategies.
· [bookmark: _Int_m4Zv2eNj]Communicate to implementation team any key takeaways. 

Meeting Email Communication Template
Dear Population Health Leadership Team,
Our [first/next] quarterly review will be on [date] at [time].
We are excited to review progress to date and seek your guidance and support as we advance our three SMARTIE goals we established in March. Each goal will include a brief data review and summary of key activities, allowing us to focus on alignment with strategic priorities and course corrections as needed. 
[If there is pre-work (data or other information that you’d like for them to review prior to the meeting), add that here with instructions.]
Quarterly Review Meeting Agenda
· Welcome/Setting the Stage 
· 2026 SMARTIE Goals & Progress this Quarter 
· Supporting PHM Culture and Capacity 
· Next Steps/Where Do We Go from Here? 
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