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Problem-Solving  Worksheet

1.  Define the Problem

    What is the problem?
 
    What is causing the problem? Ask “why” five times to get to the root of the problem.
    What will happen if the problem is not solved?

    Have you tried to fix the problem before? If so, how?

2.  Define objective(s) and goal(s)
3.  Generate alternative solutions

   What are alternative ways the problem can be solved?

   What assumptions or constraints are limiting your alternatives?
4.  Develop Action Plan
· For each alternative, what steps need to be taken, by whom, when?
	Steps Needed
	By Whom?
	When?

	
	
	

	
	
	

	
	
	

	
	
	


· Choose the best alternative.
 5.  Troubleshoot  
What could go wrong with this plan?  What will we do about it?
6.  Communicate

	
	Audience:


	Audience:

	What and Who is 
important to them?
	
	

	What actions do I want 
them to take?
	
	

	What’s important for them to hear?
	
	

	How frequently will I need to communicate?
	
	

	What vehicle will I use to communicate?
	
	


7.  Implement and Evaluate
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