
Determining the Best Mode of Communication

1. Purpose:

a. Communication is important when working as a team, especially a remote team.
Business is a team sport, so we must work together in harmony and be effective
communicators. We often need to communicate with our teammates on a
consistent basis, for they have knowledge, resources, information,
documentation, experience, etc that we may lack.

b. On the other hand, we may also have knowledge, resources, information, etc
that they lack, so we need to communicate with our teammates to make sure
they are kept abreast of what’s going on and have all of the resources they need
to succeed.

c. Information needs to flow within a remote workforce; therefore, no secrets will
be held to keep folks out of the loop. Keeping secrets tends to force others to
make assumptions (which may be false) or seek information from other sources
which may not be accurate. Thus, if you need to know certain information (you
can justify why you need this information), make sure you make the proper
requests.

d. Keep your communication positive and constructive. Making snide remarks,
bad-mouthing anyone in the internal team or external team, using profanity,
discussing inappropriate topics (you know what’s appropriate and what’s
inappropriate talk in the workplace), talking bad about the company, gossiping,
etc only means that the team may not be a good team for you.You must have
respect for others. You may have heard it said before, “If you don’t have
anything nice to say, then don’t say anything at all”. Obviously, we live in an
imperfect world; thus, not every interaction with a member of the team will be
positive from your point of view. You cannot control others but yourself.
Moreover, you can choose your response and it doesn’t have to be reactive. You
can choose to respond constructively out of a spirit of collaboration, harmony,
peace, and respect for others than to react in a way that’s demeaning,
insensitive, rude, volgar, negative, gossipy, or inappropriate. There is no
collaboration without harmony. Thus, if your communication is unharmonious,
then members of your internal and external team may not want to collaborate
with you even though you may possess immense talent.

e. However, it’s extremely important to communicate with each other using the
proper mode of communication, implement SMART communicating, and
communicate with others based upon the availability in their calendar.



f. If you’re curious to know how much you should communicate, then it’s better to
communicate too much than too little. However, it’s not a good business
practice to communicate your business secrets to clients and vendors.

g. When communicating, it’s important to know there’s a difference in
communicating orally vs in writing. You cannot write like you speak. Vague,
ambiguous, unclear, or not concise communication cannot thrive in a remote
working environment. Thus, you must learn business writing skills.

h. In a remote workforce, written communication is preferred for it is documented;
however it’s important that you use the right medium. See the proper mediums
for communicating with your team

2. Email

a. Not every question needs an answer immediately. There’s nothing more arrogant
than taking up someone else’s time with a question you don’t need an answer to
right now. That means realizing not everything is equally important.

b. Questions in which you can wait hours to learn the answers are perfect for email.

c. 80% of your questions aren’t time-sensitive and can be better served by an
email.

d. If you’d like to keep a written record of a response and email opening.

3. Google Chat

a. Questions in which you need to learn the answers in a few minutes are perfect.

b. Questions in which you foresee going back and forth for 3 minutes max is
perfect.

c. When using chat, make your messaging clear, concise, and to the point

4. Phone

a. For crisis that merit a sky is falling designation, then use phone

b. For questions in which you need an answer right away in which you foresee a
lengthy discussion (over 3 minutes) then use phone

c. Selling or providing customer service to a client

5. Google comments



a. If you have a question or comment about the contents of a google doc, google
sheets, or any other google suites platform, then you should create a comment
in that particular file and highlight the comment you have questions/comments
about. Also, add the person to whom the comment is directed by doing @ their
email address

6. Unsure about communication

a. If a team member, vendor, etc reaches out to you and you are unaware, lost,
confused about something they are communicating, then reach out to them
directly and ask for clarity.

b. If you experience an issue, you should investigate the matter, conduct research,
and look for at least three solutions prior to reaching out to your manager. All
team members are expected to take initiative.

7. Zoom or Google Hangouts Screen Share Feature

a. For questions in which you don’t need an answer right away in which you
foresee a lengthy discussion (over 3 minutes) then use zoom

b. If you need to show someone something (screenshare)

c. If you need to record something for later use

d. 1on1 meetings in which feedback is given

e. Group meetings

f. Working collaboratively on a project with folks

g. Training and onboarding

h. This should be scheduled in advance (2 business days) via google calendar
invite

i. Get dressed like you’re going in to work; take work seriously. Thus, turn
on video so you can look people in the eye to establish rapport

i. Video calls afford richer communications than all other modes of
communication if in-person meetings were not an option

8. In-person

a. If you’re bored working at home and need a work buddy to see face to face

b. This should be scheduled in advance (2 business days) via google calendar
invite

9. Unresponsiveness

https://new100pfa.s3.us-east-2.amazonaws.com/mit/Using+google+hangouts.pdf


a. If you reach out to a team member, and/or a client and they are unresponsive
after first attempt in making a request, then do the following:

i. Keep in mind, the person could have overlooked your message or forgot
about it as a result of it not being on your calendar. Thus, you’ll need to
be politely persistent. So, don’t feel slighted as if the person is
intentionally ignoring you, for you do have to be politely persistent

ii. However, it’s inexcusable to ignore your teammates. However, if you’re
the driver/owner of a project/task, then it’s your job to reach out to all
parties to get your work completed and not wait indefinitely for their
response or get their supervisor involved only after you attempted to
contact the team member once.

iii. Ask yourself:

1. did you use the right mode of communication to the person when
making the request?

2. Is the person unresponsive because you assigned them a task via
google chat even though assigning tasks should be made in
trello, our project management system?

3. Was the person on leave when you made the request?

4. Does your request require an immediate response and if so, did
you communicate the timeframe to the team member? All
requests must be SMART: Specific, Measurable, Attainable,
REalistic, and Timebound. So, if your request lacks SMART goals,
then this could be the reason why the team member didn’t
respond to you in the timeframe you wanted for you didn’t include
a timeframe.

5. Did you send the person a chat even though it should’ve been an
email?

6. Did you send the person an email but the request should have
been communicated via zoom being that the request requires
screen share?

7. Were you clear and concise in your communication in the first
place?

8. Was your communication specific?

9. If no to any of the above, then make sure you course correct

10. If yes, then proceed to the action items below.



iv. followup with the person by sending a follow-up email with a proposed
appointment via calendar invite

v. When sending the email, remind the person of when and how you made
your original request, state that this is your second attempt in making the
request, and propose a date and time the person can satisfy your
request

vi. Cc’ the person’s supervisor in the email

10. Conflict, Issues, and Constraints

a. At times, teammates will have conflict, issues, and constraints from internal team
and external team

b. In the spirit for respect for others, it’s important that you be direct with your
communication and get naked fast. Therefore, it’s fine to challenge your
teammates if it’s done in the spirit of improvement and respect for others.
Secondly, you must voice your constraints. If you choose to bottle them up and
internalize them without discussing them with others is unfair to the other team
mates, for they may not have a clue that they are affecting you in this way being
that you failed to voice it. Thus, if a teammate voices something to you, then
welcome it with open arms for it shows they have respect for you, is an
advocate for constant improvement, and values you all’s working relationship to
bring this to your attention.

c. Always challenge with a collaborative and not a confrontational tone. Thus, you
should never challenge yourself in the heat of the moment. Your challenge
should be backed by facts yet with a spirit of “seeking first to understand then to
be understood”.

d. Keep in mind, if a teammate (whether internal or external) rubs you the wrong
way, more than likely, it’s not based in malicious intent. Oftentimes, they are
unaware of their actions and how it affects you being that we all come from
different backgrounds and beliefs. Therefore, don’t take any slight personal.

e. Make sure you lay down all the facts and be objective enough to see if it’s wrong
for you to feel a certain way about the situation or if you’ve done anything wrong
that may need to be improved.



How to write

1. Being that you are in a remote workforce, it’s important that you know how to write -
whether it be writing an email, action items in trello, or writing an SOP.

2. When writing, focus on clarity first and style second. Focus on making sure the reader
understands your message; there should only be one single interpretation of your
message.

3. In order to become a better writer, you should read on how to become a better writer:

4. Watch Business Writing Youtube video

5. Introduction to business writing_rules and guidelines
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