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ENGAGEMENT – CHECKLIST  
END-TO-END

Client Context/Needs Assessment (to determine the Business Case for Proposal)

Examples of questions to elicit:

A. Why am I here?  Why me/us? How did you learn about me/us?

B. Background, high level context e.g.

a. History, markets, business environment

b. Size (people, businesses, financials), how structured

c. Growth / progress – financial and/or other

d. Challenges

C. Strategic imperatives

a. Metrics or measures used for progress and success

D. Catalyst for developing collective and individual leadership and/or culture

a. What’s working? What’s not?

b. Organizational / team needs & current reality and desired future

c. How they would describe the culture – What needs to change?

d. Previous assessments – What worked/didn’t? Who with?

e. What other initiatives are happening in the organization / team
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f. How confident are you that the business will succeed with the Strategy
and Senior Leadership Team currently in place? (p.21, Mastering
Leadership)

g. What is the appetite for time frame – short term, 1 year, multi-year
engagement

h. Any budgetary constraints, including budget cycle
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G. Bar charts required or not

H. Costing based on above

A. Proposal to client including Business Case and recommendations

B. Contractual agreement
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f. Break times

g. Other materials e.g. flip chart markers, name tags
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A. Confirm interview schedule

B. Conduct interviews

C. Analyze and synthesize interview information
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A. Refer to Debrief Workshop Session Plans
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Below are some examples to help you in your process (the fixed wording is in 
BLACK AND BOLD BELOW and the edit-able part is in red with suggestions).

IF YOU ARE DOING A TEAM FOCUS:

Survey Instructions:

OR

In this section you will be evaluating Members of the Executive Team i.e. yourselves 
as the collective members of the Team.

IF YOU ARE DOING AN ORGANIZATIONAL LEADER FOCUS: 

Survey Instructions:

In this section you will be evaluating Leaders / Managers of the Executive Team of 
COMPANY NAME (as the Organizational Leaders) Organization.

OR

In this section you will be evaluating Leaders / Managers of the COMPANY NAME 
Organization/Team.
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