Business Process Transformation
Workshop Facilitation Template
Use this document to work through the initial buy-in and planning phases of tfransformation

with multiple stakeholder groups. When you put this document to use, make sure that you've
“filled the room” with as many stakeholders as needed.

Main Narrative

The workshop facilitator should work with the individual or team leading the transformation effort to briefly sum up the
“narrative” of the transformation. Use this area to summarize that narrative and circulate it among all the stakeholders in the
room. Use the columns below to record the discussion in an organized manner.

Summary

Notes / Concerns / Notes
Questions / Ideas from
(Stakeholder Group 1)

Notes / Concerns /
Questions / Ideas from
(Stakeholder Group 2)

Notes / Concerns /
Questions / Ideas from
(Stakeholder Group 3)

Notes / Concerns /
Questions / Ideas from
(Stakeholder Group 4)

Notes / Concerns /
Questions / Ideas from
(Stakeholder Group 5)


https://www.smartsheet.com/try-it?trp=12188&utm_source=template-pdf&utm_medium=content&utm_campaign=Workshop+Facilitation-pdf-12188&lpa=Workshop+Facilitation+pdf+12188

DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for
reference only. While we strive to keep the information up to date and correct, we make
no representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability, or availability with respect to the website or the
information, articles, templates, or related graphics contained on the website. Any
reliance you place on such information is therefore strictly at your own risk.
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