The 30-Day Hybrid Manager
Comment labels
Pin this where your team can see it, and agree on the four labels together, so everyone reads them the same way.
	Label
	Meaning
	Example

	Must fix
	Needs to change before this ships
	"Must fix: slide 6 should show the Q4 forecast, per the CFO's request."

	Suggestion
	Your call. Take it or leave it
	"Suggestion: a one-line takeaway under each chart."

	Question
	I genuinely don't know
	"Question: is this figure before or after returns?"

	Nice
	This worked, keep doing it
	"Nice: the summary slide answers the brief in one view."



Four rules for written feedback
☐  Lead with the overall view in a summary comment at the top
☐  Name the task, not the person
☐  Say why, so the instruction becomes information
☐  Offer the call: "Happy to walk through any of this live."
The read-it-aloud test
Before sending, read each comment as if you were saying it on camera, to the person's face. If you wouldn't say it that way, rewrite it.
Template from Feedback That Lands on Zoom and Slack, Chapter 4. The 30-Day Hybrid Manager. © 2026 Drew Tanner. Free to adapt for your own team.




