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PENDING ACTIVITIES

Collect ideas & proposals
•  What do we want to achieve?
•  When should this be done by?

Integrate & establish
•  Organizationally integrate, 

expand and master

Pending Activities
•  Add pending activities here 

which take more time due to 
dependencies, holidays etc.

Implement & launch
•  Who should evaluate or monitor 

benefits?
•  Who should be informed about 

progress and how?
•  How do we successfully launch?

Decide & prepare
•  What do we want to prioritize?
•  What is the next non-damaging 

step?
•  Who will take responsibility?
•  When do we expect what benefit?

Next Step

Expiry Date
(e.g, 1 month)

Evaluate & Review
•  Evaluate: what benefits were 

achieved?
•  Retro: What are the lessons learned?
•	 Decide: Forget, retain, evolve?

OBSOLETE

. . .

Appreciate & close
•  Is there anything left to be done?
•  Who and what is to be appreciated, 

said farewell to, thanked, celebrated?


