Team 3 Contract

Project Name:  Consulting Company Billing System
Project Team Members Names and Sign-off:

	Name
	Sign-off on Team Contract

	Peter Hatlestad
	11/24/2008

	Jason Harback
	11/24/2008

	Dewayne Higgs
	11/24/2008

	Trevor Jackman
	11/24/2008

	Eric Johnson
	11/24/2008


Code of Conduct:  As a project team, we will:
· Be honest and realistic in planning and reporting project scope, schedule, staffing and cost.
· Only agree to do work that we are qualified and capable of doing.
· Operate in a proactive manner, anticipating potential problems and working to prevent them before they happen.
· Promptly notify all stakeholder(s) and sponsor of any change that could affect them.
· Keep other team members informed 
· Focus on what is best for the project as a whole.
· All team members will see the project through to completion in all phases where it is practical.
Participation: We will:
· Encourage a diversity of opinions on all topics.
· Give everyone the opportunity for equal participation.
· Be open to new approaches and listen to new ideas.
· Avoid placing blame when things go wrong.  Instead, we will discuss the process and explore how it can be improved.
Communication: We will:

· Will provide a Phone Number that they can be reached at and share it with the team
· Will check their emails and discussion board at least once a day.

· Meetings will begin and end on time

· Team members will come to the meetings prepared.
· Seek first to understand, and then to be understood.
· Be clear and to the point.
· Be honest and open …if we can’t get something done by the time we have been asked we tell/ask our teammates for help

· Practice active, effective listening skills where possible.
· Keep issues that arise in meetings in confidence within the team unless otherwise indicated
· Encourage a diversity of opinions on all topics.

· Keep discussions on track.
· Use visual means such as drawings, charts, and tables to facilitate discussion where practical.
Problem Solving: We will:

· Encourage everyone to participate
· Build on each other's ideas.

· Use team tools when appropriate to facilitate problem solving

· Whenever possible, use data to assist in problem solving.

· Remember that solving problems is a creative process—new ideas and new understandings often result.
Meeting Guidelines: We will:

· Seek first to understand, and then to be understood.
· Be clear and to the point
· Practice active, effective listening skills.

· Keep discussions on track

· Use visual means such as drawings, charts, and tables to facilitate discussion

· Agenda items for the next meeting will be discussed at the end of each meeting.

· Make decisions based on data whenever feasible
· Seek to find the needed information or data

· Discuss criteria (cost, time, impact, etc.) for making a decision before choosing  an option

· Encourage and explore different interpretations of data.

· Get input from the entire team before a decision is made.

· Discuss concerns with other team members during the team meetings or privately rather than with non-team members in inappropriate ways.
· Ask all team members if they can support a decision before the decision is made.
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