[bookmark: _1ksv4uv]Nine Core Work Intake Principles Worksheet
From Chapter 2: “Good work intake requires nine core principles to be present in some form. For work intake to be good, a team or organization has to do something to cover these principles.” 

Use the following table to refresh yourself on each principle and work through how your organization or team is doing with these nine core principles:

	Core Principle
	Description
	Questions to Identify Whether Principle is Covered
	How Principle is Covered

	Prioritization
	Prioritization must occur systematically for all work. 
	· How does prioritization occur?
· When does prioritization occur?
· When is prioritization done in an ad hoc way?
	

	Control
	Work needs to follow a defined path to enter an organization or team.
	· What paths does work follow to enter an organization or team?
· Which are the authorized and unauthorized paths?
	

	Transparency
	All interested parties can see the backlog of work. 
	· Where is the backlog of work kept?
· Who can see the backlog of work?
· Who can’t see the backlog of work?  Why?
	

	Consistency
	Policies and processes must govern how work gets to the backlog. 
	· Where is the work intake policy documented?
· Who has access to the policy documentation?
· How often does the process change?
· Are all stakeholders explicitly aware of the policy?
	

	Frequency
	The processes governing the intake of work need to happen regularly (sprint planning in Scrum).
	· How often is new work formally accepted?
· How is new work started outside of formal events?
· Does new work starting coincide with existing work ending?  If not, why not?
	

	Preparation
	Work intake is a decision or set of decisions. The work must be ready before those involved can make a decision.
	· How is work prepared?
· Is there a definition of ready, and is it used?
· How much time are people given to prepare the work before work starts?
· Who is expected to prepare the work?
	

	Respect
	Respect for the process and participants is critical. 
	· What do people say about the work intake process in public?
· What do people say about the work intake process in private?
· Do they differ? Why?
· Is the work intake process ignored?
	

	Consequences
	There must be consequences for violating work intake processes. 
	· What happens when the work intake process isn’t followed?
· Who holds people accountable for following the work intake processes?
	

	Ownership
	Someone is responsible and accountable for work intake. 
	· Who is responsible for work intake?
· Who is accountable for work intake?
· Are they the same person, or different people?  Why?
	


 
