
Starting 
here...

Invite relevant 
people to conf. 
call or meeting

In the meeting, get 
agreement on whether 

the right team has 
been assembled or 

whether people need 
to be added/changed

Go over completed task list, 
examining who has been 

assigned to each and internal 
due dates; adjust as necessary

In the meeting, outline 
the expected process - 
establishing the Google 

Doc, regular team 
meetings (weekly?), etc.

Create the main Google doc for the 
narrative; share as appropriate with 
members of the team; use tagging 

feature to direct comments to 
specific people

Engage in 
discovery 
interviews/ 
send and 

receive emails 
to collect 

information

In weekly meetings, 
review the internal 

deadlines and 
assigned tasks; adjust 
as necessary. Verbally 
flag any big issues in 

the Google doc.

What else? 
What's 
next?

Determine who may 
need to be involved (e.g., 
someone from Program 

Dept., someone from 
Finance, ED, etc.)
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