
Completed Staff Work (CSW) Checklist


This Completed Staff Work (CSW) Checklist is provided courtesy of Strategic 
Learning Consultants Inc. It is designed to ensure thoroughness and effectiveness 
in staff work by guiding you through each step of the process. If you need 
assistance with customized Completed Staff Work training, please schedule a 
discovery call using the contact form on our website.


1. Problem Identification


Clearly define the problem or issue.

Gather all relevant data and information.

Consult with relevant stakeholders to understand different perspectives.

Verify the accuracy and reliability of the information.


2. Analysis


Break down the problem into manageable components.

Use analytical tools (e.g., SWOT analysis, root cause analysis) to explore the 
problem.

Identify potential root causes and contributing factors.

Evaluate the implications and impact of the problem.


3. Solution Development


Brainstorm multiple potential solutions.

Assess the feasibility, pros, and cons of each solution.

Consult with experts and team members to refine ideas.

Select the most viable and effective solution.

Develop a clear, actionable plan for implementation.




4. Proposal Preparation


Structure the proposal logically and clearly.

Include an executive summary highlighting key points.

Provide a detailed explanation of the problem and proposed solution.

Include relevant data, analysis, and supporting evidence.

Outline the implementation plan, timeline, and resources required.

Anticipate potential questions and objections, and address them in the proposal.


5. Drafting and Revision


Prepare an initial rough draft of the proposal.

Review the draft for completeness and coherence.

Ensure that all necessary details are included and clearly explained.

Seek feedback from colleagues or supervisors to identify areas for improvement.

Revise the draft based on feedback, ensuring clarity and precision.


6. Final Review and Polishing


• Conduct a thorough final review of the proposal.

• Check for grammatical and typographical errors.

• Ensure that the proposal is concise and free of unnecessary information.

• Confirm that the proposal is easy to understand and follow.

• Ensure that all attachments and supplementary materials are included and 

properly formatted.


7. Approval and Submission


Obtain necessary approvals from relevant authorities or supervisors.

Ensure that the final proposal is signed and dated by the responsible staff officer.

Submit the completed proposal to the appropriate decision-maker.




8. Follow-Up and Implementation


Monitor the progress of the proposal after submission.

Provide any additional information or clarification as requested.

Support the implementation of the approved solution.

Document the process and outcomes for future reference and learning.


9. Evaluation and Feedback


Evaluate the effectiveness of the implemented solution.

Gather feedback from stakeholders and team members.

Identify lessons learned and areas for improvement.

Document the evaluation and feedback for continuous improvement.


Additional Tips


Be Proactive: Anticipate issues and address them before they escalate.

Be Thorough: Ensure that all aspects of the problem and solution are covered.

Be Clear: Communicate clearly and concisely to avoid misunderstandings.

Be Objective: Base your analysis and recommendations on facts and evidence.

Be Professional: Maintain a high standard of professionalism in all aspects of 
your work.


For further assistance with customized Completed Staff Work training, schedule a 
discovery call using the contact form on our website.



