
Tips, Insights & Tactics
Step By Step Brainstorming

1. Prepare
Define the goal or purpose of your brainstorming session. What’s the 
problem you want to solve? Frame the goal in terms of its customer 
impact, rather than its internal, organizational result.

2. Select the Team
The best size for a brainstorming team is three to ten people. Scale the 
team based on the importance of the challenge. Select team members 
based on a balance of expertise and diversity of perspective. 

3. Meet Early
If possible schedule the brainstorming session in the morning. Most 
people think more creatively when they’re fresh.

4. First Contact
Invite the team to participate via email, a meeting request or face-to-
face. Take time to communicate the goal of the brainstorming clearly. 
Provide any background material in advance.

Brainstorming is a wide-open, 
anything goes, type of activity.  
Yet, even a free-wheeling process can 
benefit from a little structure and 
strategy. Try our step-by-step process 
to get the best results by combining 
individual and group efforts.

Generate Ideas
Good ideas can come from anywhere. Here are a few suggestions 
to help create them:

Customers: Ask customers what they want. Get specific about the 
area of your brainstorming challenge. What do customers like and 
dislike about the current state.

Trends: See what your competitors, partners and other businesses 
are doing related to your challenge. 

Events: Trade shows, conventions and events are great places 
to gather ideas quickly. Observe, collect information and talk to 
attendees and booth staff to gain industry insights quickly.

Magazines: Flip through the pages of magazines with lots of 
visuals and advertising. Keep the goal of your brainstorming 
challenge top-of-mind as you page through.

Role Play: Whether you work with a colleague or role play in your 
mind, put yourself in your customer’s shoes. Try to imagine your 
brainstorming challenge from their perspective.

Record It: The subconscious mind is often the source of the 
best ideas. Be prepared when sudden inspiration occurs. Carry a 
notebook or other recording tool, so you’re ready to capture ideas 
when they arrive. If you don’t write them down quickly, chances 
are they’ll be difficult or impossible to recall later.

Change: Perhaps the best way to tap your subconscious mind is to 
relax your conscious one. Take a walk, relax, unplug yourself from 
the office. Let your mind wander. With only an occasional gentle 
reminder of the challenge at hand, you may strike brainstorming 
gold.

Senses: Focus on one of the five senses at a time. What would a 
solution to your challenge look like, sound like, etc.

Time: In some respects, we all work better under deadline pressure. 
It certainly focuses the mind. However, stress and the pressure to 
deliver are not always conducive to brainstorming. If possible, give 
yourself time to allow information and ideas to “simmer.” You may 
get your best idea in the shower or as you’re nodding off to sleep.
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5. Begin Individually
Ask each team member to make a list of all 
the ideas they come up with on their own. Give 
them a deadline. Email each list to everyone on 
the team and ask them to review them and add 
their notes independently.

6. Facilitate Success
When it’s time to meet, create a friendly, 
welcoming atmosphere that encourages 
participation from everyone. Light snacks 
and/or coffee and tea can help create a 
casual, comfortable setting. Gently guide the 
conversation. Remind the team their job is to 
build on every idea. An idea that seems crazy at 
first, may prompt a chain of spin-off ideas that 
lead to a breakthrough. 

7. Number the Ideas
Ask each person to list the ideas they liked best 
from the individual brainstorming lists. Use a 
whiteboard or easel-pad to write them down. 
Number the ideas so they are easy to reference 
during the discussion. Add a check mark beside 
each idea that’s a repeat favorite.

Xerox Color
Nothing is more effective when 
your business-critical documents 
absolutely must make a compelling 
first impression—and in today’s ultra-
competitive business climate, first 
impressions mean everything. 

•	 Color increases attention spans and 
message recall by 82%

•	 Color improves brand recognition  
by up to 80%

•	 Color increases learning and  
retention by 78%

Use color to improve the impact and 
effectiveness of your work. From 
marketing materials to meeting 
handouts, color is a brilliant idea.

For more about Xerox color printers 
and multifunction printers visit  
xerox.com/office

8. Ask for More
When everyone has shared their favorites, ask 
for any new ideas. Simulate the discussion with 
questions like “How do customers benefit from 
this?” or “Why would customers care about this?”

9. Summarize
Conclude the meeting by summarizing the top 
three ideas to refine and next steps. Be sure to 
thank everyone for their participation. 

10. Review
When the project concludes conduct a follow-up 
meeting to discuss what worked well and what 
areas could be improved. Be sure to include the 
brainstorming process.
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