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09:00 Lunch 17:00

One day · 5 to 10 people · decisions before dinner

02 09
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05 12
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START HERE

WORK THROUGH IT IN ORDER

2-3 weeks out 03

2 weeks out 05

On the day 08

Within 24 hours 10

Any time 12

THE SLT'S PLANNING DAY(S) PACK 02



STEP 1 2-3 WEEKS OUT

THE SUCCESS SENTENCE

01 02

03 04

STEP 1 · NAME THE DECISIONS 03



STEP 1 CONTINUED

DECISION MODE MEANING

Examples. Write your own for every decision in the success sentence.

TOP TIP · SCORE BEFORE YOU DECIDE

STEP 1 · NAME THE DECISIONS 04



STEP 2 2 WEEKS OUT

Q1

Q2

Q3

Q4

Where the real agenda lives

Q5

WITHOUT EXTERNAL SUPPORT

STEP 2 · PRIME THE ROOM 05



STEP 2 1 WEEK OUT

TIP · THE EMPTY CHAIR

STEP 2 · PRIME THE ROOM 06



STEP 3 ON THE DAY

01 02 03 04 05

Goals set before diagnosis is theatre.

TWO RULES FOR WHOEVER CHAIRS

TOP TIP · A RESEARCHER AT THE TABLE

STEP 3 · THE TIMED AGENDA 07



PRINT AND PIN UP

TIME BLOCK HOW IT RUNS

09:00

09:15

10:00

11:15 BREAK

11:30

12:45 LUNCH

13:30

14:30

15:15 BREAK

15:30

16:15

16:45

17:00

STEP 3 · THE TIMED AGENDA 08



14:30 SCRIPT, VERBATIM

THEN, IN ORDER

01

02

03

04

05

WITHOUT EXTERNAL SUPPORT

THE PRE-MORTEM SCRIPT 09



TEMPLATES ON THE WALL, ALL DAY

# DECISION OWNER BY WHEN CONFIDENCE 1-5

1

2

3

4

5

6

PARKED ITEM OWNER NEXT STEP BY WHEN

CAPTURE AND FOLLOW-THROUGH 10



AFTER WITHIN 24 HOURS

The success sentence Decisions, owners, dates

Top 3 risks + early-warning signals The cadence

CAPTURE AND FOLLOW-THROUGH 11



DIAGNOSTIC 2 WEEKS BEFORE

01

02

03

04

05

06

07

08

09

10

SCORE YOUR DAY 12



LAST PAGE

Plenty of teams fit that; take the pack and go.

Book a call →

Matt Roberts · mattroberts.blog zokri.com/planning-workshop-facilitation


