[image: ]
WEEKLY OPERATING RHYTHM
EPM-JO Bootcamp · PMI Jordan Chapter × INJAZ mySTARTUP · Session 6 output · Trainer: Deeb Haddad, PMP
	Startup name
	Cadence: ☐ 1-week sprints ☐ 2-week sprints ☐ Kanban ☐ Hybrid
	Date

	
	
	


	1. MEETINGS
Jordan work week: Sunday–Thursday · keep meetings short and fixed
	Meeting
	Day
	Time
	Length
	Who
	Output

	Weekly planning
	
	
	
	
	

	Daily check-in
	
	
	
	
	

	Weekly review
	
	
	
	
	

	Retrospective (every 2 weeks)
	
	
	
	
	

	Monthly re-plan
	
	
	
	
	




	3. KPIs REVIEWED EVERY THURSDAY (from the A3)
	KPI
	Leading / Lagging
	This week's target
	Actual

	
	
	
	

	
	
	
	

	
	
	
	





	2. KANBAN BOARD
Write the WIP limit for “Doing” · external dependencies go to “Waiting” with an owner
	Backlog
	Ready (top 3)
	Doing · WIP ≤ ___
	Waiting (external)
	Done

	
	
	
	
	





	5. DECISION LOG
One line per decision · decided per your decision-rights table
	Date
	Decision
	Options considered
	Who decided
	Why
	Review date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	4. RISK TRIGGERS CHECKED WEEKLY (from the A3 register)
	Risk #
	Trigger
	Owner

	
	
	

	
	
	

	
	
	






QUALITY CHECK:  ☐ Every meeting has day, time, length   ☐ Review lists A3 KPIs   ☐ Review lists risk triggers   ☐ WIP limit written   ☐ Retrospective scheduled   ☐ First decision names who decided
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