Sponsor/Participant Interview Checklist

	Sponsor Questions
	(

	What is the purpose of this session?
	

	Is it information sharing, decision-making, etc.?
	

	What is the history behind this initiative?
	

	What is the problem or reason for pursuing it?
	

	What, if any, key decisions have been made about this project to date?
	

	What are the results / specific deliverables (and the final formats) that you expect from this session?
	

	What is the time available?
	

	What challenges might we face in achieving these results?

· People dynamics?

· Political dynamics?

· Words / phrases that should NOT be used?

· Words / phrases that should be used?

· Are there any skeletons in the closet?

· Are there any hidden agendas – yours or their’s?
	

	What will you do if the group comes to a different, conclusion, solution, or outcome than you expect?
	

	How committed are you to the outcome of the session?
	

	Does the sponsor suggest any processes to achieve the objective or purpose?
	

	What is the preferred decision making process for this group?
	

	Is there historical documentation or current working documents that can be forwarded for me to review prior to the work session?
	

	What are the boundaries of the effort (what is in or out of scope)? 
	

	Are any topics off limits?
	

	What is the authority of the team/group? (Is this group responsible for giving input, recommendations or a decision?)
	

	Who are the participants?
	

	Is anyone likely to be a challenge?
	

	Who are the opinion leaders?
	

	What is “in it” for them? Why would they want to participate?
	

	Do the participants have the right combination of skills, experience, and knowledge?
	

	What role will the team leader / sponsor play?
	

	Will the sponsor attend? What will the sponsor say to open the session?
	

	Is there historical documentation or current working documents that can be forwarded for me to review prior to the work session?
	

	What is the appropriate venue for this session?
	

	When will the session take place and over how much time?
	

	Where will the session take place?
	

	How big is the room?
	

	How lively is this group? Will we need physical activities to keep them engaged? What are their social needs? Are there any taboos? What is fun?
	

	What would you like the start and end times to be?
	

	Who will handle reserving a room? 
	

	Who will be setting up the space?
	

	Who is my main contact for planning this session?
	

	How will this worked be billed? (External Facilitators)
	

	Other questions -
	

	
	

	
	

	
	

	
	


	Participant Questions
	(

	Do you know anything about this session?
	

	What is the history behind this initiative?
	

	What is the problem or reason for pursuing it?
	

	What is the purpose of the session?
	

	Who are the participants?
	

	Do the participants have the right combination of skills, experience, and knowledge?
	

	Who are the opinion leaders?
	

	Is anyone likely to be a challenge?
	

	What authority will this team have?
	

	Why would the participants want to attend? (WIIFT)
	

	Does anyone stand to lose anything?
	

	Are there any people conflicts?
	

	Are there hidden agendas?
	

	What do you want to accomplish in the work session? PERSONAL OBJECTIVE
	

	Are there any  “hot spots” for this work session:

· People dynamics?

· Political dynamics?

· Words / phrases that should NOT be used?

· Words / phrases that should be used?
	

	What are realistic results?
	

	What problems do you anticipate?
	

	How can we ensure that this is a successful meeting?
	

	Other questions -
	

	
	

	
	

	
	

	
	


Equipment/Supply Checklist
	#
	Item
	Specifics / Use
	Check Responsible Party
	On Hand?

	
	
	
	Facilitator
	Sponsor
	

	REQUIRED: These items are required for every work session

	1
	Multi-colored sticky notes
	Used to capture individual participant brainstorm ideas, process mapping steps, etc. 
	
	
	

	2
	Masking tape
	Used to attach flip chart paper to walls
	
	
	

	3
	Multi-colored round sticky dots
	Used to vote or in prioritization processes
	
	
	

	3
	Multi-colored flip chart markers
	Used to write on flip charts, name tents, etc.
	
	
	

	4
	Multi-colored fine point “Sharpie” pens
	Used to write on sticky notes
	
	
	

	5
	Flip chart pads and easels
	Number of easels and pads depends on number of breakout groups
	
	
	

	6
	Name tents
	For participants and facilitators
	
	
	

	7
	Speaker phone with two satellite speakers
	If needed for remote participation
	
	
	

	8
	Session Room
	Room large enough to comfortably accommodate the participants seated at tables arranged in an open U with two flip charts at the open end of the U. A small table at the front for use by the facilitator. Plenty of wall space for posting flip charts.
	
	
	

	OPTIONAL: These items may be helpful but are not required in all sessions

	9
	In-Focus machine or PC projector
	Used to display information to participants. 
	
	
	

	10
	Projector screen
	Used to display information to participants.
	
	
	

	11
	Power strip
	4 3-pronged electric outlets at a minimum
	
	
	

	12
	Extension cord
	Heavy duty; 25 feet long, 3 prong
	
	
	

	13
	Portable printer and paper
	Useful for printing during the session
	
	
	

	14
	Stapler and staples
	
	
	
	

	15
	3-hole punch
	
	
	
	

	16
	High speed internet connection
	If access is needed to support the work session
	
	
	

	17
	Microphones
	Hand held / lapel useful if the session has more than 30 participants
	
	
	

	18
	Break out rooms
	
	
	
	

	19
	Clothes pins or “Bulldog clips”
	Useful for hanging flip charts on curtains
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