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Job Inventory Worksheet



Step What Who When

1 Define #1 Job

2 Define #2 Job

3 Define #2 Profile

4 Hire #2

5 Define #1 and #2 Work 
Relationship

6 Ongoing #1 and #2 Work 
Relationship

Founder/CEO Succession 
Worksheet



*Trigger: Retire
               Max Out
               Wrong Seat
               Separation

Leader Opportunity Worksheet

Leader / Title Trigger* Transition 
Job Date

Job Functions Successor Name Replacement Plan Plan Launch 
Date



Team Member Direct Manager Engagement Practice Who Responsible When

At-Risk Team Member Worksheet


