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During the last year, we reviewed the fundamentals of 
project management and practiced using various tools.  
With that solid vocabulary and philosophy in place, we 
moved on to the “people side” of project management in the 
previous issue. By discussing the role of the project man-
ager, we set the stage for our current focus, the project team.
 
Occasionally, a person will be in charge of a project and do 
all of the steps alone. But it’s more common for a project
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Team Contract 
 
Even small teams should develop a project team contract which outlines the group’s 
agreements and expectations related to working together. This contract may be a simple 
paragraph or an outline with bullets. What matters is that the group’s operating rules be 
understood so assumptions are not made about decision making or reporting. A written 
contract draft should be developed and approved by the team; the agreements will be 
important during future meetings. For example, if the project team consists of several 
dominant, vocal people who tend to interrupt 
each other and talk when they please, the team 
contract might include a clause such as “only one 
person will speak at a time.” If  the problem 
persists, the project manager can ask the team to 
review the contract and evaluate team 
performance.  This occasional reminder can serve 
as an incentive for good manners and keep 
everyone on task.  
 
Team Roles 
 
The goals of the team should be clarified at the 
first meeting. While the team goals will  reflect 
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representation on the team may be essential. These key stakeholders fulfill an educational 
role with their neighbors as well as offer guidance for the team members. 
 
Completing the Team Responsibility Chart (page 4) is one simple way to clarify who is 
doing what and to move the project forward. 
 
Project Communication 
 
The project manager serves as the chief ambassador or cheerleader. In some cases, your 
name becomes so closely associated with the effort that you are the project. You can  
actually use this association to great advantage. Increase your visibility and get out of the 
office, away from the Gantt Charts and budgets. You may do your best project marketing 
at a soccer game or a consortium meeting. Every time you walk into the building, casual 
encounters serve as powerful tools for giving the project voice within the community.   
 
You should also meet with the supervisors of the people who are serving on the team. 
When projects continue over long time periods, an employee’s continuing absence can 
lead to resentment from colleagues and bosses. This sometimes results when regular 
reports on the project status are not shared. If the project manager remembers to include 
supervisors and other administrators in the reporting, then there is less room for conflict 
and misunderstanding. These supervisor meetings also provide a perfect opportunity to 
praise team members for their good work. 
 
When problems arise in any of these areas, a good brainstorming session can do wonders. 
After team members have worked together for awhile, they may begin to predict what their 
colleagues will say in response to a question or issue. The group will need  fresh 
perspectives from time to time and an invitation for a free wheeling brainstorming session 
may be effective. The meeting can also diffuse any grumbling about the “special 
treatment” for the project team. Ask your colleagues for their help in solving project 
problems and they’ll support your goals.  
 
In our next issue, we will discuss project meetings. In the meantime, be thinking about the 
qualities of effective meetings and how they can impact a project. 

New Publication       Marta’s new manual is now available: 
Project Management for Local Government IQ Report, 

International City/County Management Association, 2004. 
Hard copy $16.95. To order: 

http:/bookstore.icma.org/obs/showdetl.cfm?&DID=7&Product ID=1165



 

 

TEAM RESPONSIBILITY CHART 
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R = Primary Responsibility    I = Keep Informed 

 

S = Support (active involvement)   C = Consult or provide advice 


