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INTRODUCTION

The CPR° Framework

COMMUNICATION

OPERATIONAL
EFFICIENCY

FIGURE 1



The CPR® Framework

AA
Communication Planning Resources
EMAIL TOOLS WORK MANAGEMENT TOOLS | KNOWLEDGE BASE TOOLS

(Gmail,* Outlook, Apple Mail,
and so on.)

INTERNAL COMMUNICATION
TOOLS

(Slack,* Microsoft Teams,
andso on.)

(Asana,* Clickup, Jira,
Monday.com, and so on.)

(Coda,* Notion, Guru, Confuence
SharePoint, and so on.)

PROCESS MANAGEMENT
TOOLS

(Process Street,* Pipefy, Trainual,
SweetProcess, and so on.)

*Tools we use at Leverage
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Complexity Scales Exponentially with Team Size
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THE CPR FRAMEWORK QUIZ

Try taking this CPR quiz by indicating which tool to use for each type

of action. When you've finished the book, come back and compare

your answers to see how much you've learned.

You need to tell your friend you're running late.

You have an update to share with your team about a
project you own.

You need to onboard a new team member and can't
remember how to do it.

You need to find the company logo/brand files to create a
design.

You have a question on a task you're responsible for.
You want to talk to an individual team member about a
client.

You need to find your company’s vision document.

You need to store a signed copy of a contract.

You want to make a company-wide announcement.
You need to reach out to a client that hasn't yet paid an

invoice.

You can take this quiz and get your results at comeupforair.com.



External Communication

Inbox Zero Process

CUT OUT THE NOISE

l

RIP THE BAND-AID OFF

l

R.A.D.
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Efficient Meetings

The 4 Ways to Reduce the Cost of a Meeting

W ©

ELIMINATE IT ENTIRELY REDUCE THE DURATION

010} m—

-
-
REDUCE THE NUMBER REDUCE ITS FREQUENCY
OF PEOPLE (if it's a recurring meeting)
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Do You Need a Meeting?

DOES THIS
REALLY NEED
TOBEA
MEETING?

CANCEL IT

DOESIT
REALLY NEED TO BE
THIS LONG?

NO
SHORTENIT

DO ALL THESE
PEOPLE NEED
TO BE IN THE
MEETING?

REMOVE UNNECESSARY
ATTENDEES

IS THERE ANY
PREWORK THAT
CAN BE DONE AND
DISTRIBUTED IN
ADVANCE?

SCHEDULE IT!

ASSIGN PREWORK
IN ADVANCE
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Principles of Efficient
Work Management

PORTFOLIO
PROJECT PROJECT PROJECT
TASKS & TASKS & TASKS &
MILESTONES MILESTONES MILESTONES
FIGURE 7
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Workloads and Capacities

Sprint Planning

Bandwidth = Capacity - Admin - Meetings

1. SET CAPACITY

l

2. INPUT ADMIN TIME

3. INPUT TIME IN MEETINGS

4. CALCULATE BANDWIDTH

5. ASSIGN WORK TO UTILIZE
REMAINING BANDWIDTH

FIGURE 8

11



Bo’s Bandwidth Your Bandwidth
Meetings Meetings
MONDAY 5 MONDAY
TUESDAY 3 TUESDAY
WEDNESDAY 2 WEDNESDAY
THURSDAY 2 THURSDAY
FRIDAY 1 FRIDAY
WEEKEND 8 WEEKEND
Total Meeting Time 21 Total Meeting Time
CAPACITY 50 CAPACITY
ADMIN 25 ADMIN
MEETINGS 21 MEETINGS
Bandwidth 4 hours Bandwidth

FIGURE ¢




1.

CALCULATE
BANDWIDTH

6.
PRIORITIZE
WORK FOR
NEXT SPRINT

2.

PLAN WORK
FOR SPRINT

5.

CELEBRATE
WINS

4.

COMPLETE
WORK

FIGURE 10
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Goals and Planning
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KEY RESULTS IN ACTION

SCENARIO 1 SCENARIO 2 SCENARIO 3

Status Points Status Points Status Points
KR1 On Track 1 At Risk 0.5 On Track 1
KR2 On Track 1 On Track 1 Off Track 0
KR3 At Risk 0.5 On Track 1 At Risk 0.5
KR4 On Track 1 Off Track 0 Off Track 0
Total 3.5 2.5 1.5
Average* 87.50% 67.50% 37.50%
cs’:’:te::"e On Track At Risk Off Track

15

*Calculated by dividing the total points by number of key results



PART 3
Resources

The 2 Types of Knowledge

STATIC DYNAMIC
ANSWERS THE QUESTIONS: ANSWERS THE QUESTION:
Who, What, Where, How?
When, Why? ’
e Policies e How to run payroll
® Roles & responsibilities ® How to onboard a new hire
e Company information e How to send a newsletter
® Key assets e How to produce a podcast
® FAQ e How to update metrics
® Fic... ® fic...
Goesina Goesina
KNOWLEDGE BASE PROCESS MANAGEMENT TOOL
FIGURE 12
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The

Knowledge Base

COMPANY KNOWLEDGE ‘
|
ORG COM|PANV CODIE OF PAVlOLL MISS|ION CORE
CHART POLICIES CONDUCT FAQ & VISION VALUES
FIGURE 13
DEPARTMENTAL KNOWLEDGE
MARKETING SALES
CONTENT SOCIAL MEDIA LEAD HUBSPOT CALL CLIENT
GUIDELINES SoP MAGNETS SoP SCRIPTS PERSONAS
FIGURE 14
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Knowledge Base Ticketing System

HAVE A QUESTION?

DID YOU FIND
YOUR ANSWER?

CHECK THE

KNOWLEDGE BASE SUBMIT A TICKET

TICKET ROUTED TO
RELEVANT PERSON

YOU’RE DONE!

ANSWER ADDED TO
KNOWLEDGE BASE

KNOWLEDGE BASE LINK
SENTTO YOU

FIGURE 15
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Process Documentation

The 8 Steps of Documenting a Process (Perfectly)

1. CLARIFY THE PROBLEM

l

2. QUESTION EVERYTHING

3. WRITEIT OUT

4. TEST IT WITH SOMEONE

7. AUTOMATE STEPS

6. ADD TO PROCESS

5. REVIEW WITH

(IF POSSIBLE) MANAGEMENT TOOL STAKEHOLDERS
‘ 8. PUBLISH! '
FIGURE 16
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