
Name:

Dept:

Role:

Within my team or department

Sr. No.

People in my team /department that I need 

to regularly follow up with

Most common topics of  follow up
Avg. No. of follow 

ups per week

With Other Departments

1

2

3

4

5



Sr. No.

People in other departments that I need to 

regularly follow up with

Most common topics of  follow up
Avg. No. of follow 

ups per week

1

2

3

4

5

6

7

8

9

10



Outside Organizations ( Customers, Vendors, Service Providers, Collaborators, etc.)

Sr. No.

People in other departments that I need to 

regularly follow up with

Most common topics of  follow up
Avg. No. of follow 

ups per week

10

1

2

3

4

5

6

7

8



10

9



Avg. No. of follow 

ups per month

Is there a way to eliminate the need for follow 

up by changing the process, the data flow, 

automation or any other method ?

What SLAs from them if designed and honored would 

eliminate the need for the follow up



Avg. No. of follow 

ups per month

Is there a way to eliminate the need for follow 

up by changing the process, the data flow, 

automation or any other method ?

What SLAs from them if designed and honored would 

eliminate the need for the follow up



Avg. No. of follow 

ups per month

Is there a way to eliminate the need for follow 

up by changing the process, the data flow, 

automation or any other method ?

What SLAs from them if designed and honored would 

eliminate the need for the follow up





What Promises from them if designed and honored 

would eliminate the need for the follow up

What Pro-active Communication Updates 

from them would help you

What 

frequency

By What date will you have 

detailed discussion with them 

and create the required SLAs/ 

Promises



What Promises from them if designed and honored 

would eliminate the need for the follow up

What Pro-active Communication Updates 

from them would help you

What 

frequency

By What date will you have 

detailed discussion with them 

and create the required SLAs/ 

Promises



What Promises from them if designed and honored 

would eliminate the need for the follow up

What Pro-active Communication Updates 

from them would help you

What 

frequency

By What date will you have 

detailed discussion with them 

and create the required SLAs/ 

Promises





By What date will you have 

detailed finalized with them 

and create the required SLAs/ 

Promises

Check In No.1  to see if the 

progress on the SLAs/Promises 

are working fine or to be refined 

further (tentative 15 Days from 

the finalization date)

Check In No.2  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)

Final Check In  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)



By What date will you have 

detailed finalized with them 

and create the required SLAs/ 

Promises

Check In No.1  to see if the 

progress on the SLAs/Promises 

are working fine or to be refined 

further (tentative 15 Days from 

the finalization date)

Check In No.2  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)

Final Check In  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)



By What date will you have 

detailed finalized with them 

and create the required SLAs/ 

Promises

Check In No.1  to see if the 

progress on the SLAs/Promises 

are working fine or to be refined 

further (tentative 15 Days from 

the finalization date)

Check In No.2  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)

Final Check In  to see if the progress 

on the SLAs/Promises are working fine 

or to be refined further (tentative 15 

Days from the finalization date)





You are declaring this person 

NFR ( NO Follow up 

Required)YES / NO



You are declaring this person 

NFR ( NO Follow up 

Required)YES / NO



You are declaring this person 

NFR ( NO Follow up 

Required)YES / NO




