[image: ]Summer Knowledge Series 2026
Your Defensive Fundamentals Playbook Builder
Use this guide to practice the tools and build your personalized defensive playbook. 
Section 1: Triage & Prioritize
1. List your top 5-7 current tasks, requests, or projects
1.  Click or tap here to enter text.
2.  Click or tap here to enter text.
3.  Click or tap here to enter text.
4.  Click or tap here to enter text.
5.  Click or tap here to enter text.
2. Which one of these tools will you use to prioritize your work this week? 
☐Eisenhower Matrix (urgent vs. important)
☐ICU (importance, complexity, urgency)
☐1-3-5 Rule (1 big, 3 medium, 5 small)
☐MoSCow Method
☐Impact/Effort Matrix
3. What day/time will I complete this tool? Click or tap here to enter text.
Section 2: Operational Clarity 
1. List one project, process, or recurring responsibility where roles need clarity is:
Click or tap here to enter text.
2. Which one of these tools will you use to gain operational clarity?   
☐RACI Matrix
☐Project Charters
☐Timeline/Project Plan
☐Stakeholder Map + Engagement Strategy  
☐Decision Tree  
3. What day/time will I complete this tool? Click or tap here to enter text.


Section 3: Repeatable Processes & Systems
1. The task I (or my team) do repeatedly—but inconsistently—is:
Click or tap here to enter text.
2. The best tool to create consistency is a:
☐ Checklist 
☐ Template
☐ Standard Operating Procedure 
☐ Process Map
☐ Intake Form/Request Tracker
3. What day/time will I complete this tool? Click or tap here to enter text.
Section 4: Continuous Improvement
Open your calendar right now! Block 15 minutes this Friday at 9:30 AM. Label it Defensive Playbook Review. In that protected time for personal reflection, you’ll answer three questions: 
1. What tool did I use this week? 
Click or tap here to enter text.
2. Did it work? 
Click or tap here to enter text.
3. What needs to change?
Click or tap here to enter text.
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