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[awesome day] [good day] [not so good day] [mixed day][horrbile day]

How is your day?
Please choose one of the feeling points below and fill it in on the day you meet.

Joe

Elene

Mo

XXXX

XXXX

      DAY

XXXX

XXXX

NIKO NIKO TEAM CALENDAR

Vision Expectations

Boundaries Victory

What does 
our 

product or 
service do?

Who 
does it 

do it for?

How are their
lives made 

better 
because of it?

What do we
expect 

from our 
peers?

What do we
expect 
from 

ourselves?

What do we
expect 
from 

individuals?

What do we
expect 

from the 
group?

What 
professional 

boundaries exist
on our team or 

in our company?

Who need
to be 

informed?

Who needs 
to be 

included?

Who needs 
to be 

involved?

What triggers
those actions
and related 
behaviors?

What would it 
look like if our 

product or 
service was 

completed now?

How would 
the world 
change?

What would 
our customers
have that they 
don't currently

have?

How would 
things 

improve?

Information Mechanisms

Collaboration Focus

What new 
information
do we need
regularly?

What do 
we need 
to know?

What do 
we need to
tell others?

How do we 
communicate?

What 
tech do 
we use?

What are 
regular 

meetings and 
formats that 
we can use?

When do 
we work 
together?

How do 
we work 
together?

How do we 
make time 

for each 
other?

How do we 
carve out 

focus time?

How do we 
identify 

deep work?

Organic 
is 

normal :)

What kinds 
of 

"meetings" 
do we want?

How do we take time 
to go deep on things 

and avoid distraction?

What are the 
tools we use to 

do that?

What info do we 
need to share 

with each other?

How do we work 
together as a 

group?

From me?
From you?

From each other?

Future 
State

Current State - 
Why are we doing 

what we are doing?

When do we need to 
talk to each other 

about specific things?

Kanban

Team A 5

Backlog 5 In progress 0 Done 0

Communications Matrix

Values Matrix

Obeya

What can we put off 
until later (+90 days) 

What follows 
the quick roll 
out (+60 days)

Current State

What can we 
roll out 

quickly +30 
days)

Value
1

Value
1

Value
1

Value
1

Value
1

Always 
Happens

Sometimes 
Happens

This is a 
problem

I wish 
we did 

this

We do 
this and it
is dumb

We should 
collaborate 

on this

Murky
step

This could 
be 

automated

Black 
Box

We hit 
launch

My tasks
show up
in Asana

TIME MOVES THIS WAY

I start 
writing 
copy

We are often 
pressed to hit a 

deadline and then
they don't even 
show the client 

for days

We check with the
client to make 

sure they are okay
with the 

design/branding

Devs get 
to work on

backend

We design 
additional 

things using 
the same 

branding/style

We could 
pair here to 
make things 

easier

Requirements 
are defined for

back end 
functionality

Someone 
starts 

designing a
thing

Client 
approves

Someone
here 

approves

Value Stream Map Example

Someone 
would let me 

know in 
advance new 

work is coming

Client Style 
guide should be 
provided to us 

before we work 
on these things

Sales
Sales could 
invite us to 
talk about it 
before they 

sign a contract

Someone initiates
a conversation 

with the client and
gets the to look at

the design
(I think)

We could 
include the 
client in the 

design/branding
process

There is 
some kind of 
production 

meeting

Everyone is working 
on at least 7 

different projects 
and it is hard to 

coordinate  because 
we are all 

overallocated

I wish someone 
would check on 

how overbooked 
we are before the 
bring in new work

They sign a 
contract 

promising 
feedback in 2 day 
but it sometimes 

takes 2 weeks

We get 
technical 

specs from 
the client

How do we want to visualize our work, share and collaborate?

PDSA Backlog
(Plan Do Study Act)

January 2023

4321313029

28272625242322

21201918171615

141312111098

7654321

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

February 2023

4321282726

25242322212019

18171615141312

111098765

4321313029

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

March 2023

1313029282726

25242322212019

18171615141312

111098765

4321282726

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

April 2023

65432130

29282726252423

22212019181716

1514131211109

8765432

1313029282726

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

May 2023

32131302928

27262524232221

20191817161514

13121110987

65432130

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

June 2023

1302928272625

24232221201918

17161514131211

10987654

32131302928

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

July 2023

543213130

29282726252423

22212019181716

1514131211109

8765432

1302928272625

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

August 2023

213130292827

26252423222120

19181716151413

1211109876

543213130

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

September 2023

30292827262524

23222120191817

16151413121110

9876543

213130292827

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

October 2023

4321313029

28272625242322

21201918171615

141312111098

7654321

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

November 2023

213029282726

25242322212019

18171615141312

111098765

4321313029

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

December 2023

65432131

30292827262524

23222120191817

16151413121110

9876543

213029282726

SaturdayFridayThursdayWednesdayTuesdayMondaySunday

Holiday/Vacation Calendar

New table

Email

Slack

Messaging

Planning / 
Tracking 
Work

Checking 
Frequency

Tool We 
Agree to 
Use

Will check by 
9 AM and at 5 
PM

Daily

Hourly

Real Time JIRA

What's App

Worry Board Team Utilization
(Next 2 weeks)

135%

Team Charter

Value Stream Map


