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Team Communication Plan:
Methods of Communication
·   Phone (Will be utilized as our primary method for conference)
·  FreeConference.com (Will be utilized as secondary method of communication)
·   Short Message Service (SMS)
·   Gmail Email 
·    UMGC Student Portal to post group announcements and other important information.
·  Google Drive
· Meeting Time: Sundays at 1:00pm, Janya will record notes and prepare agendas
Conflict Management Plan
Our guiding principles include treating each other with respect, providing feedback in a productive manner, and arriving on time to all scheduled meetings. In addition, we will all work together as a team to overcome obstacles and unexpected challenges that will hinder our productivity. It is important for all members of the team to maintain an open line of communication with each other while we learn from each other during the lifespan of this project. Therefore, each member of our team will strive to address any questions, comments or concerns as a group regarding deliverables and requirements as part of our process. We will hold each other accountable while providing each other any assistance to remain on schedule per the established timeline while learning the material along the way.
To ensure members of the team remain on track with assigned deliverables and to prevent miscommunication, the Coordinator will send out an email and/or text message between group meetings containing pertinent status updates. This update will include reminders of upcoming due dates, tasks, minutes from the last meeting, and any other information for the group to look for in the future. During the team’s established weekly meeting, members of the will synchronize all of our efforts by providing the team lead a brief progress report and status updates of our assigned tasks; ample time will be alloted to ask any questions for clarifications. This effort will be executed as a group instead of a one-on-one dialogue to avoid miscommunication.
Assignment of tasks will be based on each members’ strengths/preferences and communicating so that the workload is evenly distributed. When a member of the team does not find their role satisfying or their job is insignificant, they are unlikely to put forth much effort to the entire project. So, we will ensure everyone understands the importance of their assigned task and their contribution to the overall project. We will ensure that we assess each of the project portions and its associated workload in order to maintain balance.
We will encourage everyone to participate and be respectful of each other so everyone is comfortable sharing ideas. We may need to have a brief session before our meetings start to talk about our week or day, just to get everyone talking and comfortable.
There is an expected individual attendance, punctuality, and participation at all team meetings. In addition, every member is expected to attend and participate in all meetings, unless prior notice is given or an unexpected emergency. Everyone is responsible for completing their assigned task on time so the group can remain on schedule. If someone is falling behind due to unavoidable circumstances, they are encouraged to communicate their issues to the team lead. This will allow the team lead to make appropriate adjustments to remain on schedule. It is expected that everyone puts forth an effort in completing their assigned tasks and follows the team lead’s guidance.
There are consequences for failing to follow procedures and fulfill expectations. We will describe, as a group, how you would handle infractions of any of the obligations of this team contract: Infractions will be discussed at group meetings and the violator will be given a chance to explain their situation and what they will do to remedy the issue.  The group can express their concerns and decide how to move forward. 
If the infractions continue and no effort is put forth to remedy the issue the perpetrator will be warned, and the group will vote if the individual should be asked to leave the group. It is the team's responsibility to submit all materials and evidence of the breach of contract to the group leader for his review.
Quality Control Plan
All team members will have formal assignment of project responsibilities and ‘benchmarks’ they are required to report in on progress. The responsibilities will be broken down into sections easily levied out to group members. In the event a member fails to reach benchmarks (or withdraws from the class) the redundant breakdown will take effect, requiring the secondary team member to fulfill that benchmark. It is acceptable for the redundant member to request aid if the workload conflicts with current in-class and out-of-class responsibilities. The Group Leader (and where appropriate, the sub-leader) will act as editors of the various assignments, ensuring team member work fits the deliverables of the project, editing, reworking or reassigning the workload should it prove unsatisfactory to meet deliverable parameters.
Document Management Plan
[bookmark: _GoBack]Using Google Documents Software, all group members will be eligible to edit their assigned portions of the document and will be able to submit requests for changes for portions that are outside of their purview (with the exception of the Group Leader)  Highlighting areas of proposed changes in the document with editor’s notes in the side-margins with proposed changes and reasons for the changes. All group members check Group Documents daily. The Group Leader will have final say on all final document submissions including sole discretion to change formatting and included data to ensure documents are satisfactory.
Roles and Responsibilities
	Role & Description
	Responsible Team Member

	Coordinator – checks with other team members before the meeting to remind them of when and where they are meeting. Sets meeting times and follows up with any absent members
	Daniel

	Recorder – prepares notes from team meetings and writes up the group’s agendas and notes to send to group leader
	Janya

	Monitor – checks to make sure everyone understands the OD problem and the agreed upon solution(s)/recommendations
	Michael

	Checker – double checks all work before it is handed in. Turns in any required printed materials to the professor on the designated date.
	Mboutchock

	Technical Manager and Recorder – Handles all technical aspects of the project including uploading the final product to UMGC. Troubleshoots technical issues as they arise on the team
	Eleuterio

	Critical Analysis Challenger “Devil’s Advocate” – Provide critical analysis and alternative viewpoints/challenges to analysis and content to prevent groupthink and improve quality.
	All



