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	Abstract: The Team Standards Document is a detailed list describing how the team should operate.  Specifically, it establishes the (1) roles of the team members, the (2) agenda for the meetings, (3) the document standards, our (4) method of self-evaluation, and (5) standards for behavior and cooperation.  The document reflects an agreement the team has come to on how to operate.
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1 Roles  
This section establishes the roles of each team member in regard to team management

1.1 Leader – Shaun will be in charge of coordinating and running the meetings.

1.2 Communicator – Karan will be responsible for all communications between the team and the sponsor and mentor.

1.3 Recorder – Ryan will be responsible for noting all of our decisions reached at the meetings.

1.4 Facilitator – Karan will act in a neutral role to resolve disputes and will insure that the meetings are structured appropriately.

2 Meetings 

This section describes the location and default agenda for each meeting

2.1 Weekly meeting time 

2.1.1 Monday 11:35am – 1:00pm

2.1.2 Thursday 3:45pm – 5:00pm

2.1.3 If necessary, more on an agreed upon time

2.2 Standard agenda – except in case of emergency meetings

2.2.1 Review what was supposed to be accomplished

2.2.2 Review what actually was accomplished

2.2.3 Discuss unresolved issues related to previous workload distribution

2.2.4 Check current product and progress

2.2.5 Set detailed goals until next meeting and distribute workload

2.3 Decision strategy - Decisions will be made by 2/3 majority vote

2.4 Minutes – meeting minutes will be distributed as seen fit during the meeting

2.5 Attendance rules

2.5.1 Meetings missed without notice:

2.5.1.1 Team members will be allowed to miss 1 meeting without notice, excluding emergencies (as agreed upon by other members)

2.5.1.2 Consequences of missing more than 1 without notice will result in a formal memo to the mentor.  Afterwards an attempted firing will ensue.

2.5.2 Meetings missed with notice:

2.5.2.1 Team members will be allowed to miss 3 meetings with notice.

2.5.2.2 Consequences will be the same as that of 2.5.1.2.

2.6 Conflict Resolution Strategy – the team will handle any conflicts by openly discussing them and reaching a solution.

2.6.1 Any team member is allowed to change the design with approval from the other two team members.

2.6.2 Problems will be resolved by team agreement (2/3 majority vote) based upon the severity of the offense.

3 Document Standards
This section describes how team documents will be handled.

3.1 Word Processor Version – Since all the team members have Microsoft Word 97 – 2003 or higher, Microsoft Word 97 – 2003 will be the standard used to create documents.

3.2 Coordination – Karan will be responsible for pulling together individual efforts into a team document.

3.3 Version Control – The team will use SVN provided by Dr. Otte. 
3.3.1 The document in SVN folder will be the latest version. 
3.3.2 SVN has a feature where the document can be rolled back to any of its previous version.
3.4 Format – the skeleton of different types of document will be placed in the SVN folder under “formats”. This includes: structure, font style, font size, page numbering, cover page, table of contents format, etc.

3.5 Review Process – 

3.5.1 All documents should be completed as soon as possible and no later than a day before the submission to give the team members enough time to review the document before submitting the document.

3.5.2 Any changes must be updated on the SVN and notified to each team member via email.

4 Self Evaluation Method

This describes how the team will periodically assess its efficiency, effectiveness and progress.

4.1 When – Self evaluation will be done after each phase. If the phase is too big, then evaluation will be done after a major sub-phase.
4.2 How – Each team member will divide 300 points among the 3 members depending on how much effort was delivered by the team members.

5 Standards for Behavior/Cooperation

The section addresses the expected behavior of team members involved in the project.

5.1 Design Changes – Any team member can make changes as long as the team has approved it. Any changes made need to be documented and must be placed on the SVN.

5.2 Meeting Behavior 

5.2.1 Side talk during meetings should be minimal.
5.2.2 Team members should not interrupt a team member while they are talking.

5.2.3 Team members should be punctual. Any delay or absentee should be notified via email or phone.

2 | Page

