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Chapter 41, “Building Teams and Understanding Virtual Teamwork,” ATD’s Handbook for Training and Talent Development, 3rd ed.
This tool outlines essential team documents that articulate expectations and house information that helps the team perform its functions.

	Document 
	Purpose 
	Problems It Solves 

	Team agreement
	Defines the roles and responsibilities of team members, as well as the purpose and duration of the team
	Unclear expectations 

	Culture canvas
	Aligns a team’s values, behaviors, attitudes, and rituals 
	Misaligned values 
Lack of trust 

	User manual and readme 
	Share preferences and habits when it comes to communication and collaboration 
	Miscommunication and conflict due 
to personal differences

	Communication charter 
	Defines the use of communication channels and expectations for response times 
	Communication overwhelm 
Feeling the need to respond immediately to all messages

	Boundaries agreement
	Sets clear boundaries for team members and establishes guidelines for how to manage boundary stretches 
	Burnout 
Isolation 

	Single source of truth 
(SSoT) 
	Houses all the information you need to know about a certain topic
	Information silos 
Duplicative documentation
Inconsistent processes 

	Performance expectations 
	Articulates the standards of performance for each team member 
	Poor performance 
Lack of clarity 

	Meeting agendas and outcomes 
	Provides structure to meetings and records meeting results
	Too much time spent in meetings 
Fear of missing out (FOMO)



When writing these team documents, consider: 
· Clarity: Is the language clear? Would someone new to the organization be able to understand? 
· Accuracy: Is the content up to date and accurate? What’s the schedule and process for keeping these documents updated? 
· Ownership: Is it clear who owns each component of each document? 
· Completeness: Is every component described completely? 
· Links: Are links added wherever possible?
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