




A Process to Build & Lead High Performing Teams 
Sample 7 Step Problem Solving Worksheet:  
 
Step 1: Recognize and Define the Problem (Most Critical Step—Invest Time to Do It Right)
What is the problem?
What is the end state or objective? (What do you need to resolve?)

What are the obstacles?
What are the constraints? (e.g., time, resources, etc.)
What is the readiness level of your team and resources you can bring to bear?
How much time do you have?
Note: Be sure all team members agree on the definition of the problem.

Insert answers to questions. 

Step 2: Gather Information Relative to the Problem 

What are the facts? Distinguish facts from opinions.
What assumptions must you make and likelihood of occurring?

What information do you need?
Where can you find additional information or who do you need to contact for additional information?
Conduct research to collect information needed to solve the problem.
What is the scope of research you should conduct and how should you go about gathering it?

Insert information. 

Step 3: List Possible Solutions  
What are the criteria the solutions must meet to be successful (e.g., enhance integrity of organization, cost effectiveness, etc.)?

How can we develop possible solutions?
How can we brainstorm?
Can we break the issue into smaller areas of analysis?
How can we work backward from an ideal result?
Can we change the representation of the problem to gain deeper understanding? (Draw a picture?)

Insert solutions brainstorming.


Step 4: Test Possible Solutions 
Use the criteria identified in Step 2 to evaluate possible solutions.
Do we want to weight the criteria for importance? If so, how?
Step through the possible solutions from beginning to end to determine pros and cons?
Evaluate how the solution meets the end state while taking costs into account.
Test possible solution using criteria and weights. 

Insert testing of possible solutions.

Step 5: Select the Best Solution 
Determine which possible solution optimal based on criteria and weights.
What does your intuition (e.g., gut feeling) tell you about what possible solution is best?

Insert discussion on the best solution.
Step 6: Implement the Solution
Provide timing and clear direction the stakeholders need to implement the solution.
Provide resources and training to ensure effective implementation of the solution, if needed. 
Monitor the preparation and execution of the solution.
Develop a plan to collect data or metrics that determine if the problem gets solved.

Insert how to implement the solution.
Step 7: Assess the Effectiveness of the Solution 
Collect data to ensure solution resolves the problem.
Make adjustments as needed.
Conduct after action review and the problem gets solved.

Insert how to assess the effectiveness of the solution.


WAKE FOREST UNIVERSITY    COPYRIGHT 2025       ALL RIGHTS RESERVED       clc.business.wfu.edu                               1
image1.jpg
Wake Forest University
School of Business

@Hegacy Center for Leadership and Character




image2.jpeg
Wake Forest University
School of Business

@Hegacy Center for Leadership and Character




