Challenge Preparation Worksheet
The following questions are designed to ensure your challenge is successful.  Please answer the questions in the response section provided.

	Question
	Response

	Challenge Design

	What is the business purpose for conducting your challenge?  Consider the underlying objectives for conducting the challenge including enhancing a program, solving a problem or achieving agency objectives more efficiently.


	

	Is the challenge designed to create a breakthrough or incremental change?  Breakthrough challenges create new solutions to problems while incremental changes might enhance existing programs.


	

	What is your desired outcome?  The desired outcome may include accomplishing an agency objective, engaging the workforce or reducing costs.  Include metrics where appropriate.


	

	Is the challenge question “answerable” by the target audience?  Does the workforce have the appropriate knowledge and experience to suggest responses to the challenge?  What happens if the workforce can’t or doesn’t provide a solution?


	

	Is the challenge described in an engaging, easily understood manner?  Be sure that the challenge is free of technical lingo and is written in a way that grabs the attention of the audience and encourages them to respond.


	

	Are there any constraints or assumptions that need to be considered?  If so, they may need to be included in the description of the challenge or taken into consideration in the overall design.


	

	What types of rewards or recognition will be offered to encourage participation in challenge?  What type of incentive will best entice the workforce to participate – certificates, coins, meetings with executives and the opportunity to develop the idea are all good ways to encourage participation.


	

	What are the risks and how can you mitigate them?  Are there any risks or barriers that you foresee and what types of actions can you pursue to mitigate them?


	

	Challenge Process

	Who is the executive sponsor for the challenge?  The sponsor will own the effort so it should be someone in senior leadership who is directly engaged in the topic and can be responsible for implementing resulting ideas.


	

	Who will act as the Program Manager from the executive sponsor’s program office?  The executive sponsor should assign a main Point of Contact to oversee the effort and provide regular updates.


	

	How will you communicate the challenge to target audience?  Who is the target audience for your challenge (all employees or only portions of employees) and how can you best reach them through internal communication methods?


	

	What is the expected timing of the challenge?  How long will you leave it open and by when do you need to select ideas and show results?


	

	Who will evaluate the ideas?  Be sure to include the appropriate subject matter experts and cross-functional representatives (legal, CFO, etc.) that may need to be involved.


	

	What criteria will you use to evaluate the ideas?  Cost, implementation feasibility, and benefits (including impact on business problem) are all criteria to consider.    


	

	Who will make the ultimate decisions on what ideas will be implemented? and what process will be used?  Is the Executive Sponsor able to decide what ideas will be implemented, or does a senior leadership decision-making body need to make the decision?


	

	What evaluation and review process will be used?  Can the review committee recommend a subset of ideas for consideration?

	

	Challenge Wrap-Up

	How will you communicate the results?  Is there a way of sharing results with the workforce to ensure you reach the workforce at large and also consistently deliver the results messages?


	

	How will you deliver reward/recognition items to challenge “winners”?  Consider a way that promotes ongoing innovation and recognizes individuals in front of their peers for contributions.


	

	How will you measure success of the initiative?  How will you loop back to the initial business purpose and document results?
	

	How will you track results on an ongoing basis?  Who will be the POC to provide updates on a regular basis on status of the initiative?
	


