The 30-Day Hybrid Manager
Before a corrective call
Answer the four questions first, then draft the four-part opening. Share the actual work on screen during the call, so attention stays on the task, not the person.
	Field
	Your entry

	Team member
	

	Date and time of call
	

	Work to share on screen
	



	Question
	Your answer

	What exactly happened, and where?
	

	What was the impact on work, team or client?
	

	What don't I know about their intent?
	

	What is the one change I'm asking for?
	



The four-part opening
	Part
	Example
	Your words

	Situation
	"On slide 6, the revenue chart for Friday's deck."
	

	Behavior
	"It compares this quarter with last quarter. The CFO's question was about next quarter."
	

	Impact
	"If it stays, the first question on Friday will be why we didn't answer what was asked."
	

	Intent and next step
	"What were you aiming to show with it? Then let's agree what replaces it."
	



Lines to leave out
☐  "I'm sure you know what I'm going to say."
☐  "It's not a big deal, but..."
☐  A compliment, the criticism, then a compliment
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