Communication Charta for virtual teams

Employees and Management

Communication intent

Meetings: exchange of

information in the group

Meeting tool (Skype, video

conference, phone conference)

Which

channel?

@ Always plan meetings
with an agenda

@ Plan meetings in
reasonable intervals

@ Limit time for meetings

to guarantee efficiency

Dialogue between two people

Internal communication or
meeting tool (intranet, social

network, messenger)

® Communicate openly
and respectfully

@ Give constructive
feedback

Update of the

project’s progress

Project management tool
(Trello, Redbooth), with
notice on the status of

individual tasks

@ Mark completed tasks

@ integrate the following
information: WHO is
doing WHAT until WHEN

Exchange of materials

File transfer tool for
uploading materials

(WeTransfer, Dropbox)

@ File using the pre-defined
folder structure
@ Title documentsina

consistent way
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