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Readiness Checklist
		
This checklist presents our best practice for preparing for a Process Triage® Workshop & Team Builder.  We indicate what is negotiable and non-negotiable on Page 3.  When you are able to assign and schedule the non-negotiable resources, you’re ready to launch your workshop and be prepared to discuss additional or extenuating requirements. 
	ITEM
	
	Completed
M/D/YY

	Process or Workflow Name
	
	

	Proposed Date(s)
	
	

	Initiating Event(s)
Process starts when “what” is observed?
	
	

	Final Deliverable(s)
Work stops when “what” is observed?
	
	

	Owning Organization
Budget and resourcing.
	
	

	Workshop Motives, Reasons, or Drivers 
	
	

	PARTICIPANTS
	Assigned
M/D/YY

	Confirmed
M/D/YY


	Role
	Name
	
	

	Executive Sponsor
	
	
	

	Co-Sponsor (optional)
	
	
	

	Team Captain
	
	
	

	Facilitator
	
	
	

	Admin Assistant(optional)
	
	
	

	Scribe (optional)
	
	
	

	CONTENT EXPERTS
	Assigned
M/D/YY

	Confirmed
M/D/YY


	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	[bookmark: _GoBack]
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
	
	
	

	Content Expert
	
	
	

	   Subject Area
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	Item
	Negotiable= “Y” / No=“N” 
	Notes

	
	
	Y/N
	Non-negotiable Reason
	

	
	Executive sponsor assigned
	N
	Workshop resources will not be assigned; strategic objectives will not valid; action items / projects will not be resourced or implemented.
	The process must be in enough “pain” to merit executive intervention and investment. 

	
	Process boundaries defined
	N
	The process’s start (triggering event) and end (final deliverables) must be known to insure all workflow content has at least one subject matter expert to sufficiently map the process.
	

	
	Process content experts identified, assigned, and schedule cleared.
	N
	The quality of the workshop’s deliverables depends upon the quality of the process content expert participants.  
	The facilitator may be familiar with the process’s pattern, but is not a content expert.

	
	Team Captain assigned and scheduled.
	N
	The workshop requires an in-room leader that represents the executive sponsor’s interests.  The ideal individual is a day-to-day manager with hiring manager authority.
	

	
	Strategic Objectives Defined
	N
	The action items and projects generated by the workshop come from points-of-pain that relate specifically to these strategic objectives.  These goals also determine the priority of triage examinations. 
	

	
	Workshop room of sufficient size and structure
	N
	See the workshop room diagram in the Process Triage® Workshop Guide. The room must allow all participants to sit comfortably all day and all observe the wall work at the facilitation map.
	

	
	Process Triage® Facilitator or endorsed facilitator.
	N
	While the sponsor provides the process content experts, Process Triage® LLC provides a facilitator trained in high-stress group facilitation and the Process Triage® workshop methodology.
	Facilitator maturity is simply non-negotiable.  We provide triage workshop mentoring and training services.

	
	Executive Sponsor’s opening remarks
	Y
	The team captain may give the opening remarks as long as everyone knows the team captain is representing the sponsor.
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	Item
	Negotiable= “Y” / No=“N” 
	Notes

	
	
	Y/N
	Negotiable Reasons
	

	
	Process Content Experts are committed for entire workshop
	Y
	This depends upon how involved the expert is in the workflow.  If the represent only a small part, then we might call them in for their portion.  The best practice is grant them rights to work at their laptop computer, not sitting on the front row; allow them to multi-task.  Generally speaking, we do not allow laptops in the session except for supporting reference look-up, and only then with permission. 
	Marginally involved experts will benefit by observing the entire process.

	
	Food and Snacks scheduled
	Y
	The workshop is intense work.  Providing snacks and lunch is a wonderful endorsement if policy allows.
	

	
	Host provided scribe 
	Y
	Clients that conduct frequent triage workshops will save expense if the facilitator does not craft the Process Triage map sheet, as each one takes a half-day (billed). If the client does not want the triage-style map sheet in lieu of a standard flow chart, the facilitator can review and edit the flow chart drawn by the scribe (typically using Microsoft® Visio® or similar software).  This is often the case then triage mapping for IT Business Requirements.
	

	
	Workshop Room Internet Connectivity
	Y
	It helps, but the workshop is designed to be low-technology for speed of work and non-dependence on technology.
	

	
	Administrative On-Site support
	Y
	Depends upon the size and rank of the participants.  As long as the workshop room is reserved and configured, and participants are familiar with the administrative requirements of the building or facility, a host assistant is optional.
	Make sure physical security access is provided as necessary.



If you are using an electronic copy of this document, the “Launch Workshop” icon, below is hyperlinked to Process Triage LLC’s workshop scheduling facility.
1. [image: ]Please use this information to complete the “Launch Workshop” web-form and then
 e-mail this check-list to workshops@processtriage.com. 


2. 

We look forward to launching your Process Triage® Workshop and Team Builder.


Joseph (Rosey) Rosenberger
President & Principal Facilitator
Process Triage LLC
US (01) 913-269-3410
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