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A practical checklist to enhance communication strategies for remote teams, ensuring clarity,
intentionality, and discoverability.

Checklist Items:

1. Establish Clear Communication Channels
Identify and utilize appropriate tools for real-time and asynchronous communication based on the
urgency and complexity of tasks.
Reference Section: Foundational principles for effective remote communication

2. Use Decision Records
Capture decisions with a one-line summary that includes what was decided, why, and who is
responsible for next steps. Keep these linked to relevant tasks.
Reference Section: Foundational principles for effective remote communication

3. Set Clear Expected Outcomes
Start messages with a bold statement of the expected outcome, timeline, and owner to reduce
guesswork and follow-up emails.
Reference Section: Foundational principles for effective remote communication

4. Utilize Standardized Headers
In subject lines or card titles, use consistent headers like 'Decision:', 'Action:', and 'Info:' to enhance
clarity and organization.
Reference Section: Foundational principles for effective remote communication

5. Match Communication to Urgency
Assess whether to use asynchronous updates or synchronous meetings based on the cost of delay
and collaboration required.
Reference Section: Foundational principles for effective remote communication

6. Implement Cross-Posting of Final Artifacts
Link final outputs and summaries in visible places to ensure they can be easily found by team
members, enhancing career visibility.
Reference Section: Foundational principles for effective remote communication

7. Regularly Review Communication Effectiveness
Schedule periodic assessments to measure the effectiveness of communication tools and strategies,
making adjustments as needed.
Reference Section: Measuring communication effectiveness

8. Create Structured Meeting Agendas
Design meeting agendas that prioritize key topics, decisions, and expected outcomes to minimize
time spent in meetings while maximizing productivity.
Reference Section: Structured meetings and recurring rituals

9. Maintain Visibility of Contributions
Encourage team members to share their work and achievements in group forums to combat the
invisibility issue that remote work can create.
Reference Section: The core communication problem for remote professionals
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