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Critical Issues Worksheet
Project Name
________________________
                                       


Sub-Project

________________________
                              



Session Date
________________________
Your Name

________________________

Purpose of the Session

The process of identifying critical issues is a structured brainstorming exercise that is designed to increase the chance of a successful project.  The exercise draws upon the individual and collective knowledge and experiences of a cross-functional diverse group of people who use their inputs to jump-start the planning process for the project.  You have been selected to participate because of your role in the organization and the knowledge that you can bring to the successful start of this project.  Please review the following instructions and prepare for the meeting by jotting down some of your ideas prior to the session.

Critical issues are defined as major tasks, questions that need to be answered, risks and dangers, and any necessary assumptions that will need to be identified, validated and/or documented.  Critical issues help us define what it will take for this project to be a success.  As a result of the critical issue session, we will be able to produce a high level plan, deliverables, boundaries, goals, and a list of project assumptions.  

Instructions

To help prepare for the critical issues identification exercise that you will be participating in during your scheduled meeting, spend some time writing down all of the critical issues that you can identify….short, concise responses that identify tasks to be performed, questions to be answered, potential risks or dangers associated with the project, and assumptions that should be made.

Please bring the completed worksheet with you to the scheduled critical issues session.

Part 1.  Major Tasks

List the major tasks that will have to be accomplished 
in order to complete the project.  Jot them down 
as they occur to you, in no particular order.

1.

2.

3.

4.

5.

6.  

7.

Part 2.  Risks and Dangers

List the concerns and problems that could become
barriers to a successful project.

1.

2.

3.

4.

5.

6.

7.

8.

Part 3.  Questions 

List the questions that will need to be answered before 
we can successfully complete this project.

1.

2.

3.

4.

5.

6.

7.

8.

Part 4.  Assumptions

List the assumptions that we need to identify and 
document before we start working on this project.     

1.

2.

3.

4.

5.

6.

7.

8.

For Example:


Project:  Buy a House





Major Tasks:


Select a broker


Select a mortgage banker 


Decide on what we can afford


Decide the size of the house


Decide the part of the city we’re interested in 


Visit houses on the market 


Negotiate with the sellers


Select an attorney





For Example:


Project:  Buy a House





Risks and Dangers:


Interest rates may go up while we’re looking for a house


We might lose our jobs or get transferred


We might not be able to sell our current house


We might not pick the best broker


It may turn into a sellers market


Our credit rating might not be good enough to get the financing that we need





For Example:


Project:  Buy a House


Questions:


Will we qualify for a loan?


Is the poor economy a threat to the housing market?


Will it take the incomes from both spouses to qualify?


Can both spouses agree on what type of house we want?


Will we be able to find a capable person to inspect the house before we buy?





For Example:


Project:  Buy a House





Assumptions:


Given enough time, we can find a house we want in this city


We will have the patience to search for the right house


Neither one of us will lose our jobs and neither one of us will be asked to transfer


Our current house is saleable


Our broker will devote the time necessary to give us good service.


Our employers will be supportive if this takes some time away from work
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