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Use this template to help Two-in-a-Box teams develop their understanding of each other’s strengths, weaknesses and preferred ways of working with each other.  
Note:  Teams can add or modify Focus Areas to suit their situation
	Focus Area
	Buyer
	Service Provider

	Wants, Needs, Priorities
	· 
	· 

	Rules to Work By
	· 
	· 

	Strengths
	· 
	· 

	Weaknesses
	· 
	· 

	Communications Preferences
	· 
	· 


Example
	Focus Area
	Procurement Lead
	Account Manager

	Wants, Needs, Priorities
	· Work hard, play hard  
· Deliverable and time-based focus, will not be in the office 40 hr per week
· Instant and honest feedback (good and bad)
· Coaching / Mentoring relationship both ways
· Expect no babysitting (admin, vacations, etc)
	· Work until its done – but splitting up over time
· Structure, but no babysitting – I don’t like someone looking over shoulder
· Honest feedback regardless of how critical – I like people to be direct – know where I stand
· Need to know what problems to fix – expect coaching

	Rules to Work By
	· Always do the right thing 
· Honest, don’t hide anything
· Keep me in the loop (If a client is going to ask me - I need to know)
· Regular status checks via phone or person – how are things going with what’s on your plate so we can re-adjust priorities if needed
· If you need me – call (home/evening is OK and I’d rather you call than get stuck)
· Like projects organized and structured; Make a killer first impression/over-deliver upfront and you will build trust with clients who will do more work with us
	· Always do the right thing, know when you need to admit that you’re wrong
· Honest and transparent so that others can follow what you are doing
· Regular/Weekly Status checks – Honest assessment of where you are
· Call anytime if you need me – I’m always available – if not, please leave a message 
· Always stay organized with projects

	Strengths
	· Closure / action oriented
· Excellent planning and follow up
	· Closure / action oriented
· Excellent planning and follow up
· Spelling

	Weaknesses
	· Direct (let me know when/if I need to tone something down)
· Grammar / spelling
· Have an idea, but don’t know the details until I see it.  I often ask you to take a stab – but don’t complete it until I can sense check for directional correctness
	· Too much emphasis on the front end, but not enough energy on follow through – lack of concentration (I do not have ADD) 
· Inability to correctly judge timelines/tables
· Tend to focus on one aspect before looking at bigger picture – get stuck in the details

	Communications Preferences
	· Like to think while I talk
· Like team consensus for decisions but hate to get stuck in circular discussions
· Prefer fact based communications vs. emotional
· Email is great – quick phone calls to catch up
· Prefer email communications with regular 1 on 1’s to ensure we are in 

	· Prefer to listen while others talk – discuss a topic and then take a moment to analyze what was said before responding
· Clear and concise – no fluff
· Email is good -but prefer phone calls because a person’s voice tells you more than email
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