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The Top Five Whiteboard 
 
Step 1: Create a chart on paper with three columns across the top: 
 

• Column One: What we need. This is where you define exactly what it is 
you need. The top five item.  

• Column Two: Why we need it. This is where you justify the importance of 
doing this project.  

• Column Three: Status. This is a way to track the progress and feedback 
on the project’s priority. 
 

Step 2: Post this matrix on a whiteboard, where everyone in the company will see 
it. Posting the list in a prominent place leads to a higher level of accountability 
and ownership. 

 
Rolling out the Top Five Whiteboard 
 
Below is the template my clients use for rolling out their top five whiteboard: 
 

• Step One: Hang the whiteboard in a prominent place where everyone will 
see it each day.  

• Step Two: Call the whole team together to let them know what this board 
is all about. Company owners and top management should be smiling and 
exuding excitement as they greet the staff. Then you (the owner) need to 
say something like this: “We know in the past we’ve rolled out programs 
too fast, without enough thinking behind them and without enough of your 
input. For that, I hope you will accept our heartfelt apologies. What you 
see on this whiteboard are the company’s top five projects. It was a hard 
process to choose just five. But the key thing for you to know is that we as 
owners and managers are committed to having us as a team working on 
the right thing, at the right time, in the right way. And that’s why we’re all 
excited to be here with you today to share the great news!”  

• Step Three: You and your team then need to start spending a part of each 
week working on your top five priorities, so they get done!  
 
It’s called working on the right things, at the right time, in the right way. 

And it works. 

Start building your own big list of all the projects that you and your 
company need to complete, and work on advancing the items on your top 
five list each week. Then watch how fast your company gets better!  

Three examples of Top 5 White Boards appear below. 
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