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1. Create Accountability Documents

Simple to create in Google Docs.  Spreadsheet is fine.  A simple one 
would have the following across the top in the first row:

date / time / results achieved / for which feature? / next steps / notes

See sample spreadsheet provided.

You can set up notifications on Google Docs to ensure their use.

2. Establish Fixed Project Sync Up Calls

For example - every Friday & Monday @ 11:00AM you get together 
with the following:

1) Pre-written Agenda - written day before, with a focus on RESULTS 
(not process) and how these results relate to timelines

2) Goals for Coming Week - keep them simple, measurable, 
concrete and time-sensitive.
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3. Include Date & Time In Milestone/Deadlines 
(and buffer this)

BAD EXAMPLE:

"Hi Developer, yep, get me everything we talked about just now on 
Monday."

GOOD EXAMPLE:

"Hi Developer.  Please upload the files to our Basecamp account by 
10AM on Tuesday morning.  That's in five days.  The files to upload 
are:
1. specific file 1
2. specific file 2
3. specific file 3

Send me a text as soon as it's done.  If you think you won't make this, 
let me know 24hours in advance, as in 10AM Monday, so we can 
revisit and ensure this happens on deadline."

This ties into next tip...
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4. Review Deliverable List Together Out Loud

After hashing the next phase out, go over the deliverable list again and 
again until you can list it out in bullet form.  It must be highly specific.

5. Identify Project Constraints

What are they?  Every project has them.  Is it time?  Is it money?  
Identify the greatest constraint you have and keep that forefront as 
you move through the project.  

This will help you prioritize and focus on what actually matters.

6. Articulate The Most Critical Aspects You Want

Similar to above.  What matters most to you?  MAKE THIS CRYSTAL 
CLEAR to your team.  Be specific about what you want.  

If you can't be specific with language, then be specific with images, 
examples, etc.  Keeps you focussed and keeps team focussed on 
goals.  
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7. Articulate Project Assumptions

Seems strange but there are a host of assumptions in place when 
starting a project.  List these out ---- articulate them concretely.

Here's how.  Ask:

What am I assuming about this project?  
What am I taking for granted?

8. Document As Much As Possible

Without slowing project to a halt, try to document every thing, every 
step, every process.  This accomplishes a couple things:

- you become aware of the process which allows you to improve 
where possible

- by codifying/templatizing/manualizing the process, you can hire out, 
and in the event of team member bailing on you, you can continue 
quickly

Follow these basic tips to ensure your project's success. 


