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[bookmark: _ko8gt4ndq3wd]Team Overview
	Project Name
	

	Team Name
	

	Team Members and Role
	1. Team Member A – Role 1
2. Team Member B – Role 2
3. Team Member C – Role 3
4. Team Member D – Role 4
5. Team Member E – Role 5

	Team Purpose
	[Describe the overall purpose of the team, including the main goals, expected outcomes, and how the team will work together to achieve them]

	Team Scope
	[List the boundaries of the team responsibility, including what is and isn’t included in the team scope] 







[bookmark: _uwboykp59wfz]Communication Rules
[Guidance: Define how your team will communicate effectively, including the main communication channel, response time, and expectations for updates. Agree on clear rules to ensure everyone stays informed and engaged throughout the project.]



[bookmark: _x16pncdi7388]Meeting Schedule
[Guidance: Plan regular meetings with agreed times, locations, and formats to support consistent collaboration. Ensure all team members commit to attending and actively participating in scheduled meetings.]




[bookmark: _gm4xzqgvbitj]Communication Rules
[Guidance: Discuss how your team will handle disagreements in a respectful and constructive way. Agree on a simple process to raise concerns early, communicate openly, and resolve conflicts collaboratively.]
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