QUICKOUTCOMES - WORKSHOP WORKSHEET

One task. Your next step.

Choose a real task. You don’t need a new app or a finished plan to start.

1. What do you repeat?

Name the task and who handles it. How often does it happen?

2. Where does the information go?

List the tools involved, where the work starts, and what happens next.

3. What needs checking?

Does a tool you already pay for have this feature? Are extra plans or usage charges needed? What happens when
the usual process doesn’t fit?

What information is private? Who approves messages or checks Al output? How would you pause the workflow or
get help?

4. Is it worth changing?

Estimate from your own records: minutes each time x times per week. Compare the effort saved with setup,
running costs, and checking the work. Time saved isn’t automatically money saved.

5. Pick one next step.

What will you check, who can help, and when will you do it?
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