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consultative partnering
client:      
project Name:      
instructions: Use this worksheet during or immediately following the Work Agreement Meeting to capture key project team member information and agreements on the relevant work agreement topics.
team member profiles
	Name
	Phone #
	Email
	Role
	Relevant Experience / Expertise

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


team work agreement topics
	Background:

The project, work, engagement background and why it is a priority at this time.

	

	Business Goal:

The expected universal, high-level desired business outcome.

	


	Scope:  

Description of what the engagement is tasked with accomplishing, including descriptions of the boundaries and limitations of its responsibility.

	

	Deliverables / Specifications:

Detail of the final product or service, level of quality, and specifications.

	

	Success Criteria:

How team members and/or client will measure success – during and after the engagement – including ROI, process metrics, perception, and people measures.

	

	Personal / Professional Expectations, Goals, and Concerns for the Engagement:
How this engagement impacts each team member’s personal and professional goals, and any particular concerns they may have about the work or their own success.

	

	Roles and Responsibilities:
Who is doing what – among team members and the client – including clear roles for the duration of the engagement?

	

	Communication / Status Reporting:
Method or frequency with which client or team will be kept informed of progress, updates, problems, and necessary changes or corrections.

	


	Decision Making Process:
The process the team will use with the client for making decisions, including clear boundaries of decision making authority and escalation process where necessary.

	

	Operating Assumptions:
The client and team member assumptions upon which the plan and Work Agreement will be based. Include factors that will affect the process and final outcome such as resource availability, turnaround, review times, etc.

	

	Schedule:
Key milestones and due dates for each. Determine if milestone dates will change as new information is provided.

	

	Resources Required:
People, type of facilities, administrative support, special equipment, and tools needed to get the job done.

	

	Budget:
Internal and external costs/purchases, and clear understanding of the budgeting process.

	

	Preferred Work Style:
How team members prefer to work, including schedule, availability, and best times for contact.

	


	Process Used to Meet Objectives:
Describe the phases and steps that are appropriate and how the client and team will be involved in the process.

	

	Risks and Red Flags:
Identified engagement risks, including prevention and mitigation plans.
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