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Team directory
	Name
	Role on project
	Email
	Phone
	Time zone / hours

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Working agreements
	Regular meetings
	

	Status updates (what, when, where)
	

	Reply to messages within
	

	Decisions are recorded in
	

	Raise problems or risks by
	

	Focus time / no-meeting time
	

	Other agreements
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