COLLABORATIVE WORK

MANAGEMENT (CWM)
CHEAT SHEET

Clearly Define Your Objectives

Outline your implementation goals and objectives from the outset.
Ensure all team members understand the overarching purpose of the
collaborative work and how their conftributions align with the broader vision.

Choose the Right Platform

Choose the collaborative work management platform that best
suits your business needs. Thoroughly research your options and
their features before committing o a purchase.

Encourage Open Communication Q

Foster a culture of regular, open communication. O
Encourage team members to share ideas, updates,

successes, and challenges often and honestly. Q Q

Establish Clear Roles and Responsibilities

Clearly define the roles and responsibilities of each tfeam member. This reduces ambiguity
and ensures everyone understands their specific contributions to the collaborative project,
and that they feel seen and recognized. Regularly revisit and adjust roles as needed.

Implement Agile Methodologies

Embrace Agile methodologies to encourage flexibility and adaptability on projects and
tasks. Break down projects into smaller, manageable tasks with defined timelines. To learn
more about Agile methodologies, check out our guide.

Utilize Collaboration Features

Take advantage of collaboration features in your chosen CWM solution. Encourage your
team to embrace features such as file sharing, collaborative editing, and real-time
updates.

Take Advantage of Training and Support

Ensure that all of your team members are adequately trained on your new CWM platform.
Offer ongoing support to address questions, concerns, and challenges. Make sure to listen
to your team’s feedback.

Continuously Evaluate and Iterate

Regularly evaluate the effectiveness of your collaborative work management approach.
Gather feedback from team members, analyze project performance, and identify areas
for improvement. Iterate on processes and strategies to continue enhancing collaboration
and productivity long after your initial purchase.
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DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website
are for reference only. While we strive to keep the information up to date and
correct, we make no representations or warranties of any kind, express or
implied, about the completeness, accuracy, reliability, suitability, or availability
with respect to the website or the information, articles, templates, or related
graphics contained on the website. Any reliance you place on such information
is therefore strictly at your own risk.



