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A practical checklist to enhance productivity in remote teams by reducing friction and improving workflow.

Checklist Items:

1. Identify Communication Gaps

Review current communication channels to identify delays in responses and unclear ownership of
tasks. Document instances where messages go unanswered or tasks are duplicated.

Reference Section: The starting point: where productivity was breaking down

] 2. Establish Clear Ownership
Assign a single owner for each task to eliminate confusion and ensure accountability. Use a task
management tool to track responsibilities.
Reference Section: The tool stack that changed the workflow

[ 3. Implement a Tool Stack
Adopt a combination of tools tailored for specific tasks: use Slack for quick communications, Asana for
task tracking, and Notion for documentation.
Reference Section: The tool stack that changed the workflow

[ 4. Set Up Regular Check-Ins
Limit status meetings to essential discussions only, focusing on decisions rather than updates. This
will reduce the number of meetings and increase focus time.
Reference Section: What improved after the change

[ 5. Monitor Response Times
Track how long it takes for team members to respond to urgent messages. Aim to improve response
times to promote faster decision-making.
Reference Section: Baseline metrics that showed the cost of the old workflow

[ 6. Review Task Completion Rates
Analyze the frequency of tasks slipping past their planned completion dates and address any
bottlenecks causing delays.
Reference Section: Baseline metrics that showed the cost of the old workflow

[ 7. Reduce Context Switching
Encourage team members to focus on one type of task at a time by structuring their day to minimize
jumping between different tasks.
Reference Section: A familiar remote work moment: busy calendars, delayed replies, and tasks slipping through the crack

[ 8. Document Processes and Decisions
Ensure that decisions and processes are well documented in a centralized location (like Notion) to
provide clarity and reference for the future.
Reference Section: The tool stack that changed the workflow

[ 9. Evaluate On-Time Delivery Rates
Regularly assess the rate of on-time deliveries and identify patterns in missed deadlines to implement
corrective actions.
Reference Section: Baseline metrics that showed the cost of the old workflow
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