[image: image1.jpg]ANDBOOK

H-PE RH“{MA.\'("

or HIG!

VIRTUAL TEAMS







Virtual Collaboration Design Worksheet

Principles and Process Points

FOR MORE INFORMATION, SEE CHAPTER 11 IN THE HANDBOOK OR CONTACT GROUPONE SOLUTIONS, LLC.
Gail Goodrich Harwood

This worksheet contains the design principles and key process points discussed in Chapter Two. Use the worksheet to track progress and keep the whole system in mind as the design unfolds.
	Principles 
	Design Process Points
	Date
	On track
	Not on track 
	Not Applicable 
	Notes

	Principle 1: Select and position leaders for success


	Identify key competencies and attributes, and design a comprehensive selection process.
	
	
	
	
	

	
	Leverage executive leadership to support the design process and remove barriers.
	
	
	
	
	

	
	Formally orient selected leaders to create ownership and set expectations for leading by driving for results and involving, reinforcing and coaching employees.
	
	
	
	
	

	Principle 2: Engage all in a common vision, purpose and destiny


	Use executive leaders to describe the industry landscape and our vision and strategy. Explore the strategy framework, and pose questions to a leader panel.
	
	
	
	
	

	
	Imagine what the future could be, and add to the vision to make it even more compelling. Have fun creating visions of the future such as imagined headlines.
	
	
	
	
	

	Principle 3: Create the context for energy and understanding


	Invite customers and suppliers to tell their stories. 
	
	
	
	
	

	
	Research the competition to discover competitive advantage.
	
	
	
	
	

	
	Experience what it is like to be our customer or supplier.
	
	
	
	
	

	Principle 4: Create operating principles to establish universal language 
	Begin with samples and output of vision and customer experiences.
	
	
	
	
	

	
	Use small groups to work various aspects of operating principles: financial/shareholder, customer and employee outcomes, product or service quality. 
	
	
	
	
	

	
	Work to conclusion using a win-win consensus model.
	
	
	
	
	

	Principle 5: Document repeatable and reliable work processes
	Work in small groups focused on a particular aspect of work process.
	
	
	
	
	

	
	Work iteratively to refine processes. 
	
	
	
	
	

	
	Work issues and linkages. .
	
	
	
	
	

	
	Create a matrix chart to aid the discussion.
	
	
	
	
	


	Principle 6: Establish clear boundaries around accountability for decision making
	Identify roles and accountability for activities and decisions. Work to consensus in an iterative fashion, reviewing the matrix and logic with the larger group.
	
	
	
	
	

	Principle 7: Create goals and measures that are accessible to all
	Use the SMART model to create a common goal framework across units.
	
	
	
	
	

	
	Leaders create draft goals to  create the framework for setting next level goals.
	
	
	
	
	

	
	Identify the critical few measures and how they will be maintained and accessed.
	
	
	
	
	


	PRINCIPLES
	DESIGN PROCESS POINTS
	DATE
	ON TRACK
	NOT ON TRACK
	NOT APPLICABLE
	NOTES

	Principle 8: Set up mechanisms for debriefing and celebration 
	Agree on scorecards or other mechanisms.
	
	
	
	
	

	
	Create the process for review and continuous improvement, including leader feedback .
	
	
	
	
	

	
	Create the process and standards to facilitate resolution of issues.
	
	
	
	
	

	Principle 9: Create a plan to cast the net wider 
	Identify all stakeholders who will be touched by the design.
	
	
	
	
	

	
	Create introduction and transition activities that create understanding and ownership, for example, taped customer interviews. 
	
	
	
	
	

	
	Anticipate obstacles, and solve them in the group.
	
	
	
	
	

	Principle 10: Design for sustainability
	Create a plan to hold virtual and face-to-face checkpoints to adjust the design.
	
	
	
	
	

	
	Create a plan to survey leaders and employees to check system effectiveness and make course corrections.
	
	
	
	
	


Gail Goodrich Harwood is a senior consultant affiliated with the Continuous Learning Group, specializing in organization design, large-scale change, and leadership strategies for high performance. She has supported performance and change efforts for a major food company and a major pharmaceutical firm. She also has extensive experience as an internal consultant at United Airlines, where she was manager of organizational development and lead consultant on a number of change, organization design, and start-up initiatives. She is listed in Who’s Who of American Women and has served on the board of the Organization Design Forum (ODF), has cochaired the ODF global conference, and has presented at Organization Design Forum, Organizational Development Network, and Ecology of Work conferences. She received an M.B.A. from the University of Chicago and the certificate in organization design from the University of Southern California’s Center for Effective Organizations.






PAGE  

