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Working on Teams: Checklist for Team Startup

Checklist for Team Start-up

How to use this tool:

The following checklist contains questions that should be answered early in the start-up phase of a project team. Ideally, the project sponsors will discuss these matters with the team leader or team members prior to the actual team formation. That information, along with any relevant unanswered questions, should be part of the team’s kick-off activities and discussions.  

A.   Driving Issues
1. Why is this team being formed?

2. What are the critical issues the team should address?

3. What is the team’s scope?  (Has the scope been set by or approved by the team’s sponsors?)

B.   Goals

1. What are the specific project (or process improvement) goals?

2. What constitutes success?

3. How can we make these goals measurable?   If they’re not quantifiable, how can we look for qualitative data about improvement?

4. How do these goals support the overall mission of (our department, the project, the Institute)?

C.   Roles and Responsibilities

1. Why has each member of this team been selected?  What skills/expertise does each team member bring?

2. What is the role of the Team Leader?

3. What is the role of the Facilitator?

4. What is the role of our sponsor?

D.   Deliverables/Timeline

1. What is the output/product for this team?

2. What is our timeline overall?

3. Are there mid-point milestones or approval processes?

4. What is the deadline for deliverables?

E.   Commitment

1. How much time are we expected to spend on this effort?

2. Do all team members need to be available for each meeting?
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Find this tool and other organization development resources online: 

http://web.mit.edu/hr/oed/learn/
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