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	Charter and Onboarding for Coast to Coast
 
Team Communication Plan:
           
	Description
	[bookmark: _msoanchor_1][bookmark: _msoanchor_2][bookmark: _msoanchor_3]Frequency[1] [2] [3] 
	Method
	Audience
	Owner

	Team Meetings
	Bi-weekly
	Google Hangouts
	Project Team
	Judy Murray

	 
	Day 1 - Sun/Time - 6 pm EST
	 
	 
	 

	 
	Day 2 - Wed/Time -7 pm EST (only if needed)
	 
	 
	 

	Meeting Minutes
	Bi-weekly
	GoogleDrive
	Project Team
	Josh Overcash

	 
	Day 1 - Mondays (after Sunday weekly mtg)
	 
	 
	 

	 
	Day 2 - Thursdays (after Wednesday mtg; if held)
	 
	 
	 

	Meeting Agenda
	Bi-weekly
	GoogleDrive
	Project Team
	Agenda topic will be based on deliverable. Individual team members can also request an ad hoc meeting to discuss pertinent project issues. 

	 
	Day 1 - Mondays (after Sunday weekly mtg)
	 
	 
	 

	 
	Day 2 - Thursdays (after Wednesday mtg; if held)
	 
	 
	 

	Project Deliverables
	Weekly - As Assigned
	 
	 
	 

	Project Progress Reports
	 
	GoogleDrive
	Project Team
	Project Team

	 
	 
	Group Locker
	Prof Agrawal/Class
	Josh Overcash

	Agenda
	 
	GoogleDrive
	Project Team
	Project Team

	 
	 
	Group Locker
	Prof Agrawal/Class
	Josh Overcash

	Minutes
	 
	GoogleDrive
	Project Team
	Project Team

	 
	 
	Group Locker
	Prof Agrawal/Class
	Josh Overcash

	Action Items
	 
	GoogleDrive
	Project Team
	Project Team

	 
	 
	Group Locker
	Prof Agrawal/Class
	Josh Overcash

	Reply to stakeholder comments
	 
	GoogleDrive
	Project Team
	Project Team

	 
	 
	Group Locker
	Prof Agrawal/Class
	Josh Overcash


 
Conflict Management Plan: 
A conflict management plan is an important part of any successful project. Some of the biggest reasons for team conflict are communication issues, lack of ground rules, and insufficient definition of members’ roles and responsibilities.
            Virtual teams like ours face different communication challenges, than in-person teams, which can result in conflict. To prevent clashes the team will commit to good communication. As part of the ground rules, C2C members agree to keep a positive outlook and convey information with respect. As suggested by Axtell, Fleck, & Turner (2005) we will appropriately self-censor negative emotions. However, it is important to share differences of opinion that are constructive and important to the project. Therefore, as the authors suggest, we will view dissension, i.e. differences of opinion, as opportunities to gain consensus to an ultimately more effective resolution and product output.
            The C2C project includes members from a variety of backgrounds, industries, areas of expertise, and age ranges. That can be a strength but also means that we will need to work to establish common ground and likely will have conflicts, even if they are minimal. Maes, Stansbury, & Schifo (2015) explained that the success of a project is more dependent on relationships than it is on “plans, specifications, and flow charts”. Therefore, early on the team will have an ice breaking session where we get to know each other. Additionally, we will use that time to establish ground rules, a conflict management process, and modes of conduct as suggested by Kolb (2013). As suggested by the author, these rules will be in written form and agreed to by all members.
            Another common source of conflict is confusion about roles and responsibilities. In our charter, we clearly define the duties of every team member. We also agree to stick to our specific roles and responsibilities unless there is a clear conversation and agreement amongst all team members that there is a change.
Quality Control Plan:
Quality is done to ensure that the team members get the job done the right way. A quality check is somehow in one way as one of the essential elements needed to guarantee the successful development and delivery of projects. The completion of the project is crucial. This is the step that leads to the delivery of all the requirements as stated during the initial step of the project. To get to that point successfully, a quality check is imposed on each assignment allotted to each member. The responsibilities will be assigned fairly and based on the team individual’s expertise. So, to achieve the quality control plan the project will be subdivided in sections, and each member will provide a status on the advancement of their assigned sections. If a member fails to get to a certain point by the next meeting/standup, other team members are going to provide support accordingly. Doing this facilitates cohesion, team collaboration, and team spirit which help alleviate problems and conflicts. The quality check will ensure that members have the proper tools and availability to work on the project. Additionally, the following outline indicates the list of documents that shall be checked.
· C2C Team Charter
· C2C Project Business Cass
· C2C Project Charter
· C2C Discussion Responses
· Other (as assigned)
Team C2C Quality Standards
· Deliverables will be reviewed to confirm all requested elements are included
· Deliverables will be reviewed and assessed using the criteria set forth in the grading rubric
· Deliverables will be reviewed to verify: 
· Completeness
· Grammar
· Spelling
· Formatting
· APA Style
Team C2C Procedures for handling the following:
· Non-conformance - documents that don’t conform to quality standards will be returned to the submitter for an update.
 
Document Management Plan:
            C2C LLC will be storing all files on a cloud-based storage system. The system that we have chosen is Google Drive hosted by Google LLC. Within the project folder, there will be two major sections. The first section will contain member workspace. Within these workspaces, the team members will have a place to store their in-progress documents. The second major workspace will be for the compilation of deliverable documents for the client. To accompany these major work areas there will be a QA or quality assurance folder in which team members can submit documents for the QA expert to check the document for proper standards. Files will follow this naming convention FileName_date_Version(if applicable)_UserInitials example of this TeamCharter_20200225_NN. If a member adds to a document they will tag their initials at the end.       
 
Roles and Responsibilities: 
[bookmark: _msoanchor_4]            Hereby, in accordance with this contract held with the client Judy Murray[4] , we shall provide interim progress reports on the status of the project.  This will be provided in a word document from C2C LLC.  C2C LLC will meet weekly at an agreed-upon, time Sundays from 6 pm EST, with a second meeting scheduled as needed, for one hour to discuss the progress of the project.  Also, C2C LLC will provide Judy Murray with access to pertinent meeting minutes regarding the project development upon request from the project scribe, Josh Overcash.  Meetings will occur via phone or video conference utilizing the Google Hangouts platform.  Set-up and troubleshooting for meetings and other technical software is the responsibility of Nael Numair.  The document specialist shall be Yusuf Muhammed, being the subject matter expert in APA format.  Yusuf will aid in the creation of documents and maintaining them.  The final member of the team is Fred Ndjankou.  Fred will aid in the quality and review of the project. Fred in addition to a quality assurance review will ensure that the final product being released from C2C LLC is of the highest quality.
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