Idea to Action Workbook

Idea to Action

A Practical Workbook for Turning Ideas into Small Next Actions

Sample Edition Patterns 001-010

Use Al not to replace your judgment,
but to clarify your thinking.

In the age of Al-generated answers, the practical difference comes from how well you
can frame the question, separate assumptions, and choose the next small action.

This workbook helps you turn scattered ideas, meeting notes, and project discussions into visible
structure, shared understanding, Al follow-up questions, and concrete next actions.

This sample introduces the first ten patterns of work that often gets stuck: next actions, Al use, one-page
summaries, meeting purpose, vague goals, scope, ownership, schedules, quality criteria, and customer
problems.

Patterns 001-010 | Ten Ways Implementation Gets Stuck

001 Next Action Missing 002 Al Over-Delegation

003 One-Page Summary Missing 004 Meeting Purpose Missing
005 Vague Goal 006 Everything Included

007 Owner Missing 008 Over-Optimistic Schedule
009 Vague Quality Standard 010 Solution-Led Without a User
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What This Sample Is

Ideas do not always get stuck because the idea is weak

or because people lack motivation. . .
St Included in this sample

Often, the materials are still mixed together in someone’s
head. The idea has not yet been translated into a form
others can understand, or the group has not made
visible where to begin.

This free sample introduces the workbook
structure and includes Pattern 001: Next
Action Missing.

Use it to test the format with one real meeting,

The Idea to Action series organizes common stuck ]
project, or proposal that feels stuck.

points in implementation into practical patterns. Each
pattern gives you a reading page, a writing page, Al
reflection prompts, and a key concept used as a
practical lens.

Three Skills This Workbook Develops

Separate the mixed issues

Break a vague discussion into
smaller parts: users, conditions,
evidence, decisions, and next

Use questions as material

Treat Al questions as prompts
that help you review assumptions,
missing context, and unclear

Choose the next action
yourself

Use Al support and structured
notes as inputs. People confirm,

action. wording. judge, and choose the next step.

Al as a Workshop Partner

Do not ask Al for the final answer first. Ask Al to reflect back what is unclear: mixed issues, missing

assumptions, vague wording, unclear owners, and decisions that have not yet been made.
Plain-language participant Structuring facilitator Cautious reviewer

Asks about words or

explanations that are hard to

Separates mixed topics and
organizes the discussion into

Checks cost, responsibility,
operation, risks, and what

understand. parts. people must confirm.
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Turn scattered ideas into a visible structure, then into one small action people can confirm.
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Before / After: Find Your Stuck Point

When an idea or project gets stuck, there is usually more than one cause. Start by identifying where your

current case is stuck.

Before

e Thoughts are scattered

e Meetings do not move forward
e Discussions end with talk only
e Too many things are included
e The proposal is hard to explain

¢ The idea cannot be drawn or structured

How to Use This Sample
1. Look at the pattern map and choose the closest
stuck point.

2. Read the pattern page and form a working
diagnosis.

3. Use the writing page to describe your own case
briefly.

4. Ask Al to return follow-up questions about unclear

assumptions, owners, users, or confirmation points.

5. Choose one small action that can be checked
before the next meeting.

After

e Issues are organized
 Priorities become visible
 |deas can be shared visually
e The work can start small

e Others can understand it

e The next step becomes visible

First Things to Check

o Is it clear who this is o Is it clear what was
for? decided?

o Is it clear what needs to o Is it clear who will do
be checked? what next?

Finding what is unclear is also progress. Do not
ask Al to solve the whole problem immediately.
First, ask Al to identify what is vague, what is

mixed together, and what should be confirmed.

Al can support the thinking process. The final
judgment remains with people.
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Map of Patterns 001-010

When you are unsure, choose the row closest to what is happening in practice. Do not start from the theory

name.

No. Pattern

001 Next Action Missing

002 Al Over-Delegation

003 One-Page Summary
Missing

004 Meeting Purpose Missing

005 Vague Goal

006 Everything Included

007 Owner Missing

008 Over-Optimistic Schedule

009 Vague Quality Standard

010 Solution-Led Without a
User

Common Workflow

What happens in practice

Everyone seemed to agree, but no
one starts moving afterward.

Al produces many answers, but you
cannot choose one.

The document is long, but the point
does not come across.

The discussion is active, but nothing is
decided.

The words sound positive, but the
next step is unclear.

Good ideas keep being added, and
the first step disappears.

Many people are involved, but the
main owner is unclear.

A schedule exists, but the work still
slips.

People try to do it well, but judgments

differ.

The idea is interesting, but the user is
unclear.

Stage

Symptom

Working diagnosis
Structure

Al reflection

Human judgment

Action

What to look at

What is happening in practice?
Why might the work be stuck?
What should be separated?

What should Al ask back?

What must people confirm or decide?

What will be checked next?

Practical lens

Action Item

Decision Criteria

Storyline

Agenda

SMART Goal

Scope Management

RACI

Risk Buffer

Quality Criteria

Customer Problem

What to write

What to separate

Who / By when / What / To
what extent

Purpose / Background /
Constraints / Reader / Criteria

Background / Problem /
Proposal / Effect / Team /
Next action

Share / Consult / Decide /
Assign action

Whose situation / What
change / How to recognize it

Do now / Do next / Do not do
this time

Decide / Execute / Review /
Consult

Work / Review / Revision /
Waiting time

Vague words / Checkable
criteria / Passing line /
Reviewer

User / Payer / Decision-maker
/ Stuck situation

Write the stuck situation in one sentence.

Write what is mixed together or unclear.

Write the diagram or table structure.

Write Al's questions and the assumptions you

noticed.

Write the person, material, or site to check.

Write one action before the next meeting.
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001-A Read | Next Action Missing Action tem

General agreement does not move work forward until it becomes a concrete next action.

[ Pattern summary: Only the general direction has been agreed. It remains unclear who will do what next.

Stuck situation Observation from practice
Everyone seemed to agree in the meeting, but People nodded, no one objected, and the discussion
afterward no one starts taking concrete action. felt positive. A week later, nothing had moved because

no owner, deadline, or concrete task had been decided.

The team had agreement on direction, but not yet
agreement on action. These two kinds of agreement are
easy to confuse.

Why this gets stuck Key concept: Action Item
A general agreement does not automatically become An Action Item is a task from a meeting or discussion
action. Unless it is translated into who will do what, by converted into an executable unit.

when, and to what extent, people cannot move with A useful action item is not just a task name. It should

confidence. make clear who owns it, when it is due, what work is
included, and what condition counts as complete.
Structure: Who / By when / What / To what extent. Al reflection: Ask Al to respond as a meeting
Use this as a simple action-item check before facilitator and ask what is unclear about owner,
closing the meeting. deadline, scope, and completion. People confirm

what becomes formal action.

[ Small next action: At the end of the meeting, spend one minute confirming the next action.
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001-B Write | Next Action Missing

[ [

What is happening in your own case? What is unclear?
Write one meeting, project, or discussion where people 0 Owner 0 Deadline
seemed to agree but action did not start. . .
o Scope of work o Completion condition
. .
[ [
What should be separated in a diagram or Context to organize before asking Al

table?
Who / By when / What / To what extent

e What was discussed?

o What seemed to be agreed?
¢ What has not moved yet?

¢ Who is involved?

¢ What information should not be shared with Al?

Al reflection prompt example

You are a workshop partner participating as a meeting facilitator.
Please read the following meeting note and ask follow-up questions about what | may have missed before execution.
Focus on unclear points related to owner, deadline, scope of work, and completion condition.

Meeting note:
[Paste here]

Output format:

1. The ambiguity that concerns you most
2. Five confirmation questions

3. Why each question matters

4. What should be judged by people, not Al

Important:

Do not provide solutions or final conclusions yet.
Ask questions from your role as a facilitator.
The final judgment will be made by people.

4 4
Person to confirm with / Next small action Notes

Who should you confirm with next? What is one small
action you can take before the next meeting?
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How to Continue After the Free Sample

This free sample includes the opening structure of Idea to Action and the read/write pages for Pattern 001:
Next Action Missing.

Use the pattern map first. Then use Pages 05 and 06 to write about one real meeting, project, or proposal that
feels close to this pattern.

The full workbook series covers common stuck points in planning, meetings, customer understanding,
outcome design, and implementation.

In the Full Materials, You Can Review

Pattern reading Writing pages for Al reflection prompt Small next action

pages your own case examples checks

Short explanations of Prompts that help you Role-based prompts for Simple checkpoints for

why each stuck point turn a current project getting useful follow-up choosing what to

happens in practice. into visible structure. questions from Al. confirm before the next
meeting.

Choosing the Next Material

Idea to Action 5-Volume Set Individual Volumes

For readers who want to review all 50 patterns as a For readers who already know which type of stuck
set and compare several types of stuck points across point is closest to their current case and want to focus
planning, meetings, customers, outcomes, and on that area first.

implementation.

License / Usage Note

This sample PDF is provided for individual review and internal trial use. You may use it to test the
workbook format, discuss whether it fits your project or training context, and try the worksheet with your
own non-confidential case.

Please do not redistribute, resell, reproduce, or modify this sample as a separate product or training
material without permission.

When using Al with this workbook, do not enter confidential information, personal information,
unpublished business information, or information that your organization does not permit you to share
with external tools.

Al outputs should not be treated as final answers. Use them as prompts for clarification. People remain
responsible for confirmation, judgment, and action.
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