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	Brainstorming Template


	Brainstorming Template  Definition
Use this template for the initial capture and review /revision of the brainstormed ideas.  As the ideas are discussed, you can also capture any associated comments or follow-up tasks.  If you need to prioritize items to help the team know what’s important to focus on, you can use the ranking column to record their consensus rank.    
Potential Uses:
· To identify possible causes of a problem.
· To generate possible improvement suggestions or alternatives

· To begin a discussion of business, system, application, or other types of requirements. 

· To generate ideas around functions or features desired in a new tool, application, product or service.

· To define all the tasks necessary to build an action plan
· To collect key points from various discussions occurring in sub-teams.

· To demonstrate to members of a polarized group that there are more than just two competing alternatives.




	Type the question or problem being brainstormed here




	#
	Idea
	Comments / Follow-Up Tasks
	Rank

	1
	Use this column to capture the initial brainstorming responses. ..
	Use this column to capture any comments or follow-up task needed to further research or clarify the idea.  Each task should identify a responsible party & due date.

· 
	Use this column to rank items so you can focus on the highest priorities.  The ranking scale should be identified prior to brainstorming exercise.

For example:

H – High 

M – Medium

L – Low
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