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Quick Wins workshop worksheet 

A working template to adapt to your process. Read online or download the PDF without an email 
address. 

Scope and people 

Process: __________  Owner: __________  Date: __________ 

[ ] What triggers the work? What is the desired outcome? 

[ ] Who performs, checks and receives it? 

Time and friction 

Task: __________  Minutes: ____  Monthly volume: ____  People: ____ 

[ ] Measured or estimated? Evidence source: __________ 

[ ] Rework, waiting, exceptions: __________ 

AI fit and next action 

Candidate: __________  Data owner: __________  Reviewer: __________ 

[ ] Is volume sufficient and data usable? 

[ ] Could process repair or fixed rules work better? 

[ ] Record privacy, safety and access blockers. 

[ ] Assign validation owner and next decision date. 


