[bookmark: _heading=h.gjdgxs]About this Artifact
This artifact outlines how to use the Web Added Value content to teach the content from Mastering Work Intake: From Chaos to Predictable Delivery.  
[bookmark: _heading=h.30j0zll]Lesson Plan
[bookmark: _heading=h.1fob9te]Course Name
Mastering Work Intake: From Chaos to Predictable Delivery
by Thomas M. Cagley and Jeremy Willets
[bookmark: _heading=h.3znysh7]Instructor’s Name
[insert name]
[bookmark: _heading=h.2et92p0]Dates
[insert date or date range]
[bookmark: _heading=h.tyjcwt]Logo
[insert institution’s logo]
[bookmark: _heading=h.3dy6vkm]Course Overview 
[bookmark: _heading=h.1t3h5sf]Description
Become a work intake master. Work intake is the biggest challenge facing organizations today. If you don’t get work intake right, you won’t be in business for very long.

Learn to solve IT’s dirtiest secret — work intake. Stop ignoring it. Start fixing it.
[bookmark: _heading=h.4d34og8]Objectives
· Understand how work intake shapes an organization and impacts all levels of the organization. 
· Diagnose and solve work intake anti-patterns.
· Learn to measure work intake and the impact of work intake on flow.
[bookmark: _heading=h.2s8eyo1]Goals
· Master work intake. Predictably deliver.
· You’ll leave with a thorough understanding of the topic, as well as things you can act on immediately to start solving work intake challenges.
· Facilitate effective prioritization and sequencing. Get the right things done in the right order.
· You’ll leave with step-by-step facilitation approaches to collaborate with colleagues on prioritization and sequencing.
· Navigate all levels of the organizational structure. Ensure the organization is effective.
· You’ll leave with an awareness of the impact of organizational structure on work intake and a map of your organizational structure.
· Measure work intake and flow. Get the right things done at the right time.
· You’ll leave with a tangible list of ways to immediately measure flow and work intake in your context so that you understand what’s working… and what isn’t.
· Diagnose a variety of work intake problems. Get to work solving them.
· You’ll leave with techniques that you can use to diagnose and solve work intake anti-patterns… and a plan to implement when you get back to the office.

These goals are premised on leveraging the book, the slides, and the exercises in the workbook (see below)
[bookmark: _heading=h.17dp8vu]Files
The following files are part of the Web Added Value content for Mastering Work Intake: From Chaos to Predictable Delivery:


	Filename
	Contents
	Usage

	Nine Core Principles
	Nine Core Principles Worksheet
	From Chapter 2: “Good work intake requires nine core principles that need 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 9 Core Principles worksheet to refresh yourself on each core principle.

The worksheet is also useful for leading a discussion at multiple organizational levels.

	Diagnosing Work Intake Problems Worksheet
	Diagnosing Work Intake Problems Worksheet
	This worksheet is complementary to the text in Chapter 21, “The Primary Causes of Work Intake Problems.”  Instead of just discussing the primary causes, use this worksheet to try and uncover the primary causes using the problems noted on the worksheet to prime the pump.

	Mastering Work Intake Lecture Slides
	This slide deck contains content from Mastering Work Intake: From Chaos to Predictable Delivery by Thomas M. Cagley and Jeremy Willets.  
	It was created by the authors and designed so that an instructor could deliver this material.

The content is structured to mirror the order of content in the book. We recommend assigning reading before the lecture.

We have included what we feel is the most essential content from the book.

We have also included end-of-section questions, which you can use to discuss the materials with your students.

We recommend customizing these slides to match your context.

	Mastering Work Intake Workbook
	The slides in this workbook are the activities at the end of each section in Mastering Work Intake: From Chaos to Predictable Delivery by Thomas M. Cagley and Jeremy Willets.
	Each activity is based on the content introduced in the respective section of the book and correlates concepts to the learner’s real-world context.
The activities build upon each other; culminating in the final activity, which is a list of actions that learners can act upon.
These slides can be printed or completed electronically.

	References List
	We reference multiple works throughout the text of Mastering Work Intake: From Chaos to Predictable Delivery.
	We’re including this artifact as a way to expand on some of the works we cited during the book, as well as books and authors who inspired this work.  Along with some anecdotes on how we originally engaged with the books and authors.



[bookmark: _heading=h.3rdcrjn]Schedule 
The Mastering Work Intake Lecture Slides were designed to be taught across multiple sessions (ideally four). Leave enough time between the sessions for learners to do homework. This homework includes reading Mastering Work Intake: From Chaos to Predictable Delivery, as well as completing the activities from the book.
The recommended outline for each class session is listed below.
[bookmark: _heading=h.26in1rg]Session 1 — Introduction and Section One: Work Intake
· Objectives: 
· Define work intake.
· Present a simple example of a work intake process.
· Describe the nine core principles of work intake.
· Assess work intake based on nine core work intake principles.
· Describe work intake basics.
· Define the utilization maximization fallacy.
· Describe common team-level work intake patterns and anti-patterns.
· Activities:
· There are questions throughout the Introduction and Section One that are useful for group discussions. There is also a set of “End of Section Questions” that can be used to refresh the learner's memory.
· If teaching this to an adult or a group with work experience, consider augmenting the material with exercises in the Mastering Work Intake Workbook (also part of the Web Added Value materials). For this section, “Activity 1: How Work Enters” is appropriate. The section exercises assume work experience.
· Materials:
· Mastering Work Intake Lecture Slides
· Mastering Work Intake Workbook
· 9 Core Principles
· A copy of Mastering Work Intake: From Chaos to Predictable Delivery
· Assessment:
· A group discussion will be a great way to judge learning.
· Additional learning assessment can be gleaned from the completion of the 9 Core Principles worksheet and/or “Activity 1: How Work Enters.”
· We would recommend learners read this section for homework.
· Timing:
· Going through the Introduction and Section One slides should take roughly 60 minutes.
[bookmark: _heading=h.lnxbz9]Session 2 — Section Two: Work Intake Basics: Prioritization and Sequencing
· Objectives: 
· Prioritization
i. Define “priority” and why prioritization takes place.
ii. Describe who participates in prioritization.
iii. Describe how prioritization occurs.
iv. Describe the relationship between prioritization and work intake.
v. Describe simple and more complicated methods to prioritize a list of work.
vi. Recognize and resolve prioritization anti-patterns.
· Sequencing
i. Define “sequencing” and why sequencing takes place.
ii. Describe who participates in sequencing work.
iii. Describe how sequencing occurs.
iv. Describe the relationship between sequencing and work intake.
v. Describe how to approach sequencing a list of work.
vi. Recognize and resolve sequencing anti-patterns.
vii. Describe the relationship between prioritization and sequencing.
· Activities:
· There are questions throughout Section Two to facilitate group discussions. Use the “End of Section Questions” to summarize the material.
· If teaching this to an adult or a group with work experience, consider augmenting the material with exercises in the Mastering Work Intake Workbook (also part of the Web Added Value materials). For this section, “Activity 2: The People of Work Intake” is appropriate. The section exercises assume work experience.
· Materials:
· Mastering Work Intake Lecture Slides
· Mastering Work Intake Workbook
· A copy of Mastering Work Intake: From Chaos to Predictable Delivery
· Assessment:
· The group discussion will be a great way to judge learning.
· Additional learning assessment can be gleaned from the completion of “Activity 2: The People of Work Intake.”
· We would recommend learners read this section for homework.
· Timing: 
· Going through the Section Two slides should take roughly 60 minutes.
· If learners are doing the activities from the workbook, consider allocating time to have a group debrief on the most recent activity.
[bookmark: _heading=h.35nkun2]Session 3 — Section Three: Work Intake Visualization: Metrics that Matter
· Objectives: 
· Define “flow” and describe its four common attributes.
· Describe the basics of flow metrics.
· Describe why measuring flow is important. 
· Describe what comprises a palette of flow metrics.
· Describe the goals of each level in the organizational hierarchy.
· Describe common flow metrics patterns and anti-patterns.
· Describe how to resolve metrics anti-patterns.
· Activities: 
· There are questions throughout Section Three that would make for a great group discussion. There is also a slide of “End of Section Questions” at the end.
· If teaching this to an adult or a group with work experience, consider augmenting the material with exercises in the Mastering Work Intake Workbook (also part of the Web Added Value materials). For this section, “Activity 3: Metrics that Matter” is appropriate. The section exercises assume work experience.
· Materials:
· Mastering Work Intake Lecture Slides
· Mastering Work Intake Workbook
· A copy of Mastering Work Intake: From Chaos to Predictable Delivery
· Assessment: 
· Group discussions throughout the section are a way to judge learning.
· Additional learning assessment can be gleaned from the completion of “Activity 3: Metrics that Matter.”
· We would recommend learners read this section for homework.
· Timing: A rough breakdown of time allocated to each activity.
· Going through the Section Three slides should take roughly 60 minutes.
· If learners are doing the activities from the workbook, consider allocating time to have a group debrief on the most recent activity.
[bookmark: _heading=h.1ksv4uv]Session 4 — Section Four: Work Intake Problems and Solutions
· Objectives: 
· Describe the primary causes of work intake problems.
· Describe how to assess what types of primary causes exist.
· Describe the fixes for the eight primary causes of work intake problems.
· Define why middle management can be mushy.
· Describe a competing interest.
· Resolve competing interest anti-patterns effectively.
· Describe the concept of work acceptance.
· Activities: 
· There are questions throughout Section Four for group discussions. There is also a set of “End of Section Questions” that can be used to summarize the material.
· If teaching this to an adult or a group with work experience, consider augmenting the material with exercises in the Mastering Work Intake Workbook (also part of the Web Added Value materials). For this section, “Activity 4: Call to Action” is appropriate. The section exercises assume work experience.
· Materials: 
· Mastering Work Intake Lecture Slides
· Mastering Work Intake Workbook
· Diagnosing Work Intake Problems Worksheet
· A copy of Mastering Work Intake: From Chaos to Predictable Delivery
· Assessment:
· The group discussion will be a great way to judge learning.
· Additional learning assessment can be gleaned from the completion of the Diagnosing Work Intake Problems worksheet and/or “Activity 4: Call to Action.”
· We would recommend learners read this section for homework.
· Timing: 
· Going through the Section Four slides should take roughly 60 minutes.
· If learners are doing the activities from the workbook, consider allocating time to have a group debrief on the most recent activity.
[bookmark: _heading=h.44sinio]Session 5 — Wrap Up (Optional)
This session is not included in the lecture slides, as it is optional.

This session can be used for any of the following things:
· Finishing lecture or discussion that did not fit in the four previous sections.
· Review of the material.
· Q&A with learners on the material.
· Show-and-tell of each learner’s workbook, with an emphasis on the final activity.
[bookmark: _heading=h.2jxsxqh]Resources
A few of the works that Inspired Mastering Work Intake: From Chaos to Predictable Delivery:
· Jim Benson — Why Limit WIP: We Are Drowning in Work
· Donald Reinertsen — The Principles of Product Development Flow: Second Generation Lean Product Development
· Mik Kersten — Project to Product: How to Survive and Thrive in the Age of Digital Disruption with the Flow Framework
· Manifesto for Agile Software Development — https://agilemanifesto.org
· The Scrum Guide — https://scrumguides.org
· The Scaled Agile Framework — https://scaledagileframework.com
For more information on some of these works, as well as why we chose them, see the References List, which is included in the Web Added Value content.


