MONTHLY UPDATE
Monthly AI update to the leadership team
	Month
	[month and year]

	Prepared by
	[owner's name]

	Days since day 1
	[number]

	Stage
	[days 1 to 30 / 31 to 60 / 61 to 90 / monthly rhythm]



1. In one paragraph
[What changed this month, in three or four plain sentences. Lead with what changed for customers or the team, not with the tools.]
2. The jobs
	Job
	Team
	Level
	Runs this month
	Clean runs
	Surprises
	Decision

	[job]
	[team]
	[1 Read / 2 Draft / 3 Ask first]
	[number]
	[number]
	[number]
	[scale / fix / stop / keep going]

	[job]
	[team]
	[level]
	[number]
	[number]
	[number]
	[decision]

	[job]
	[team]
	[level]
	[number]
	[number]
	[number]
	[decision]


3. Measures against the baseline
	Job
	Measure
	Baseline
	This month
	Change

	[job]
	Quality
	[score]
	[score]
	[better / same / worse]

	[job]
	Rework
	[count]
	[count]
	[change]

	[job]
	Turnaround
	[median]
	[median]
	[change]

	[job]
	Errors caught
	[count]
	[count]
	[change]

	All
	Staff confidence
	[1 to 5]
	[1 to 5]
	[change]


4. Surprises and what we changed
[Anything an AI tool did that nobody expected, what we did at once, and what we changed in the brief, the level or the settings. Write “none” if there were none.]
5. Rules, tools and settings
[New tools or connections asked for or approved, changes to the register, settings the vendors changed this month, and any policy change.]
6. Training recorded this month
[Sessions run, who attended, and where the record of AI training is kept.]
7. Decisions we need from you
[One line each, with the date we need them by.]
8. Next month
[The two or three things that will happen next month, and who does them.]
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