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TodayToday’’s Topicss Topics

�� Virtual teams overviewVirtual teams overview

�� What causes pain in virtual teams What causes pain in virtual teams 

�� Virtual team communicationVirtual team communication

�� Technology selection and challengesTechnology selection and challenges

�� Tips for Virtual Proposal TeamsTips for Virtual Proposal Teams
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Why Proposal Teams Go VirtualWhy Proposal Teams Go Virtual

�� Increase productivityIncrease productivity

�� Produce better Produce better 
outcomesoutcomes

�� Attract and retain Attract and retain 
better employeesbetter employees

�� Reduce travel costsReduce travel costs

�� Save money in real Save money in real 
estateestate

�� Provide a stable Provide a stable 
““headquartersheadquarters””

�� Motivate employeesMotivate employees

�� Reduce the impact of Reduce the impact of 
business on the business on the 
environmentenvironment
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Resistance to Go VirtualResistance to Go Virtual

�� InertiaInertia
�� ComplexityComplexity
�� IndustrialIndustrial--age thinkingage thinking
�� FearFear

�� Proposal ManagerProposal Manager
�� Individual contributors and bid team membersIndividual contributors and bid team members

�� Communication uncertaintyCommunication uncertainty
�� CEO edifice complexCEO edifice complex
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Trends in How Organizations Use Trends in How Organizations Use 
Virtual Proposal TeamsVirtual Proposal Teams

�� Virtual proposal teams:Virtual proposal teams:
�� Tend to be smaller (3 to 10 members)Tend to be smaller (3 to 10 members)

�� Have shorter response deadlines (5Have shorter response deadlines (5--10 days)10 days)

�� Tend to be concentrated in nonTend to be concentrated in non--government sectorgovernment sector

�� Tend to sell similar services and products and use Tend to sell similar services and products and use 
more boilerplate more boilerplate 

�� More organizations use virtual teams for complex More organizations use virtual teams for complex 
bids that were once prepared by collocated teamsbids that were once prepared by collocated teams

Source: Shipley Associates, Proposal Guide for Business and Technical Professionals



What Causes Pain in What Causes Pain in 
Virtual TeamsVirtual Teams
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Understanding Virtual DistanceUnderstanding Virtual Distance
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Physical DistancePhysical Distance

�� Geographic DistanceGeographic Distance
�� Meet once or at critical times and establish reliable Meet once or at critical times and establish reliable 

assurance about when things are going to happenassurance about when things are going to happen

�� Temporal DistanceTemporal Distance
�� Closeness happens by anticipating work schedules Closeness happens by anticipating work schedules 

that prove dependable that prove dependable 

�� Organizational DistanceOrganizational Distance
�� Use a boundary spannerUse a boundary spanner

�� Create a common group identity which can be sharedCreate a common group identity which can be shared
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Operational DistanceOperational Distance

�� Communications DistanceCommunications Distance
�� Use various kinds of communication tools and Use various kinds of communication tools and 

techniques techniques 

�� Multitasking DistanceMultitasking Distance
�� Solutions rest within the individualSolutions rest within the individual

�� Readiness DistanceReadiness Distance
�� Ensure that the right foundational structures are in Ensure that the right foundational structures are in 

place place 

�� Distribution AsymmetryDistribution Asymmetry
�� Mitigate by reducing the other virtual distancesMitigate by reducing the other virtual distances
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Affinity DistanceAffinity Distance
�� Cultural DistanceCultural Distance

�� ReRe--imagine values in light of imagine values in light of 
othersothers

�� Social DistanceSocial Distance
�� Encourage open talks and Encourage open talks and 

create meritocracies create meritocracies 
�� Relationship DistanceRelationship Distance

�� Seed teams with people who Seed teams with people who 
already know each other or already know each other or 
know some of the same peopleknow some of the same people

�� Interdependence DistanceInterdependence Distance
�� Create shared vision and Create shared vision and 

mutual dependencemutual dependence
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Building TrustBuilding Trust

�� Performance and Performance and 
CompetenceCompetence
�� Establish clear, agreed upon Establish clear, agreed upon 

expectationsexpectations
�� Constant and timely Constant and timely 

communicationcommunication

�� Concern for the wellConcern for the well--being of being of 
othersothers
�� Attend to needsAttend to needs
�� Set and maintain a positive Set and maintain a positive 

tonetone

�� IntegrityIntegrity
�� Own up to mistakesOwn up to mistakes
�� Follow throughFollow through
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Trusting the Virtually Invisible Trusting the Virtually Invisible 
Team MemberTeam Member

�� Satellite locations versus brick and mortar Satellite locations versus brick and mortar 
team team 

�� ““InsidersInsiders”” dealing with requests from dealing with requests from 
““OutsidersOutsiders””

�� Judge virtual commuters on availability as Judge virtual commuters on availability as 
well as outputwell as output

�� Work styles are irrelevant as long as they Work styles are irrelevant as long as they 
are meeting team deadlinesare meeting team deadlines



Virtual Team Virtual Team 
CommunicationCommunication
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Over CommunicateOver Communicate

�� Cell phonesCell phones
�� EmailEmail
�� Instant messagingInstant messaging
�� Collaboration softwareCollaboration software
�� Online bulletin boardsOnline bulletin boards
�� VideoconferencingVideoconferencing
�� Discussion forumsDiscussion forums
�� ListservsListservs
�� WikisWikis
�� Online calendars and schedulingOnline calendars and scheduling
�� Online meeting forums and Online meeting forums and 

webinarswebinars
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Communication TipsCommunication Tips

�� Select communication mode on social richness Select communication mode on social richness 
and presenceand presence

�� Do not rely on emailDo not rely on email
�� Create emails that generate actionCreate emails that generate action
�� Have frequent checkHave frequent check--ins and ins and ““Routines of Routines of 

ConversationConversation””
�� Understand the Understand the ““Rolling PresentRolling Present””
�� Look for subtle changes in voice tone or subtle Look for subtle changes in voice tone or subtle 

emotions in emailemotions in email
�� Sense when Sense when ““electronicelectronic”” silence means silence means 

acquiescence rather than inattentionacquiescence rather than inattention
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EncouragementEncouragement

�� Celebrate accomplishments by noting Celebrate accomplishments by noting 
milestones milestones 

�� Show appreciation Show appreciation 
�� Give positive feedback and thanks via a variety Give positive feedback and thanks via a variety 

of toolsof tools
�� Team members can encourage each other by:Team members can encourage each other by:

�� Giving positive feedbackGiving positive feedback
�� Creating a supportive space for discussionCreating a supportive space for discussion
�� Being accountable to their group's goals and Being accountable to their group's goals and 

deadlinesdeadlines
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Social NourishingSocial Nourishing

�� Intranet PageIntranet Page

�� FacebookFacebook

�� MySpaceMySpace

�� LinkedInLinkedIn

�� TwitterTwitter

�� FriendsterFriendster



Technology Selection and Technology Selection and 
ChallengesChallenges
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Technology Selection FactorsTechnology Selection Factors

�� Process before technologyProcess before technology
�� Technology:Technology:

�� Should increase productivityShould increase productivity
�� Have permanenceHave permanence
�� Take into account experience and familiarityTake into account experience and familiarity

�� Consider:Consider:
�� Time constraintsTime constraints
�� Organizational and functional culturesOrganizational and functional cultures
�� Access and availabilityAccess and availability

�� Tech SupportTech Support
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GroupwareGroupware
SynchronousSynchronous AsynchronousAsynchronous

Desktop and realDesktop and real--time data time data 
conferencingconferencing

EmailEmail

Electronic meeting systems (EMS)Electronic meeting systems (EMS) Personal computing devicesPersonal computing devices

Electronic displayElectronic display NonNon--realreal--time database sharing time database sharing 
and conferencingand conferencing

VideoconferencingVideoconferencing Bulletin boardsBulletin boards

Audio conferencingAudio conferencing Team websitesTeam websites

Instant messagingInstant messaging Workflow applicationsWorkflow applications
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Base Selection on InteractionBase Selection on Interaction
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Assessing TechnologyAssessing Technology

��(	�����
'�	�����

)��#
�����
�
�������
�	����

*����
��
&������

�	(���
����	�
�������������

�
#���+�������
'����������������

�������(

���
��������
'�	�����

�������������	�
,���$�(������������
�

�����

%������	$��#
������#�����	�#���	

�������		
-	�
��
�����(

'�	�
��������
�	(����
(

'���	�������#
���	�
�����	�����
�#
���	

�������(�
'�	�����

�����
��
�		�		�����

�����
�	

&�����
��������������


�#��	

��������	���
&����������
��
	�����

�"����#�	

����
����������
)
�����	



2525

Groupware DoGroupware Do’’s and Dons and Don’’tsts

Do Don’t
Change culture then use  

technology to support the change
Use it to change politics of 

organization

Reward teamwork and information 
sharing 

Mandate use and punish people 
who don't cooperate 

Encourage grassroots efforts Introduce as a strategy to re-
engineer your organization 

Make sure it  fits your processes Try to find a problem where you can 
use it 

Use role modeling for spreading Put into organization and expect 
users to learn on their own 

Teach collaboration skills Expect to open the box and roll it 
out as it's not plug and play 



Tips for Virtual Proposal Tips for Virtual Proposal 
TeamsTeams
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Virtual Meeting PreparationVirtual Meeting Preparation

�� Assign rolesAssign roles

�� Distribute agenda and Distribute agenda and 
materials ahead of timematerials ahead of time

�� Do not assume members Do not assume members 
are prepared for virtual are prepared for virtual 
meetings meetings 

�� Ensure unique Ensure unique 
knowledge of each knowledge of each 
person is being fully person is being fully 
utilizedutilized
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KickKick--offsoffs

�� KickKick--offs are great for faceoffs are great for face--toto--face meetingsface meetings

�� If you cannot do a faceIf you cannot do a face--toto--face, do a virtual face, do a virtual 
synchronous kicksynchronous kick--offoff

�� Goals for your kickGoals for your kick--offoff
�� Assure that everybody on the team can make the Assure that everybody on the team can make the 

technology work successfully technology work successfully 

�� Establish explicit deliverables for all team membersEstablish explicit deliverables for all team members

�� Work on team building Work on team building 
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Touch Base CallsTouch Base Calls

�� Calls with team every two to three weeks prior to Calls with team every two to three weeks prior to 
RFP releaseRFP release

�� Check in with individuals in between team callsCheck in with individuals in between team calls

�� Once RFP is released, team meetings three Once RFP is released, team meetings three 
times a week or even daily touch base calls times a week or even daily touch base calls 
lasting no longer than 30 minuteslasting no longer than 30 minutes

�� FollowFollow--up touch base calls by sending out notes up touch base calls by sending out notes 
including action itemsincluding action items
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Proposal WritingProposal Writing

�� BrainstormingBrainstorming
�� Virtual brainstorming allows the individual to be less Virtual brainstorming allows the individual to be less 

apprehensive about negative feedback and freer to apprehensive about negative feedback and freer to 
express original ideasexpress original ideas

�� Use polling featuresUse polling features
�� StoryboardingStoryboarding

�� Share desktops or use a whiteboardShare desktops or use a whiteboard
�� Writing with a SMEWriting with a SME

�� Use virtual pair writingUse virtual pair writing
�� BoilerplateBoilerplate

�� Keep boilerplate in a shared, easily accessible Keep boilerplate in a shared, easily accessible 
locationlocation
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Pink, Red, and Gold ReviewsPink, Red, and Gold Reviews

�� Send out materials to review prior to virtual Send out materials to review prior to virtual 
meetingmeeting

�� Schedule a call for first thing in the morningSchedule a call for first thing in the morning
�� Give instructions on what sections to review, scoring Give instructions on what sections to review, scoring 

sheet, how to review, answer questionssheet, how to review, answer questions
�� Consider having the entire day marked off for Consider having the entire day marked off for 

reviewersreviewers
�� Reviewers work on their own time throughout Reviewers work on their own time throughout 

day or overnightday or overnight
�� Schedule a call in late afternoon or the next Schedule a call in late afternoon or the next 

morning to debriefmorning to debrief
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Oral Presentation ReviewsOral Presentation Reviews

�� For slide review, use an online For slide review, use an online 
synchronous tool so everyone is looking at synchronous tool so everyone is looking at 
the same slide simultaneouslythe same slide simultaneously

�� Use videoconferencing for practicesUse videoconferencing for practices
�� Oral presentation practice can be done on Oral presentation practice can be done on 

audio conferences if you are only judging on audio conferences if you are only judging on 
contentcontent

�� Hold dress rehearsals faceHold dress rehearsals face--toto--faceface
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Debriefs and Lessons LearnedDebriefs and Lessons Learned

�� Great opportunity for a faceGreat opportunity for a face--toto--faceface

�� Consider combine the faceConsider combine the face--toto--face lessons face lessons 
learned with a victory celebrationlearned with a victory celebration

�� If virtual, have participants submit their If virtual, have participants submit their 
ideas for improvement in advanceideas for improvement in advance
�� Talk through each item on callTalk through each item on call
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Final TipsFinal Tips

�� Facilitators need to be preparedFacilitators need to be prepared
�� Trust is necessaryTrust is necessary
�� Listen for cues and watch emotions in Listen for cues and watch emotions in 

emailemail
�� DonDon’’t let technology rule the processt let technology rule the process
�� Choose technology based on interactionChoose technology based on interaction
�� Learn from mistakes Learn from mistakes 
�� Ask others how they do it Ask others how they do it 
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Additional ReadingAdditional Reading
�� Books:Books:

�� Grantham, Charles (2007). Grantham, Charles (2007). Corporate Agility: A revolutionary model for Corporate Agility: A revolutionary model for 
competing in a flat worldcompeting in a flat world

�� SobelSobel LojeskiLojeski (2008)(2008). Uniting the Virtual Workforce: transforming . Uniting the Virtual Workforce: transforming 
leadership and innovation in the globally integrated enterpriseleadership and innovation in the globally integrated enterprise

�� Duarte, Deborah (2006). Duarte, Deborah (2006). Mastering Virtual Teams: Strategies, tools, and Mastering Virtual Teams: Strategies, tools, and 
techniques that succeedtechniques that succeed

�� Diamond, Linda Eve (2007). Diamond, Linda Eve (2007). Teambuilding that Gets Results: Essential Teambuilding that Gets Results: Essential 
plans and activities for creating effective teams plans and activities for creating effective teams 

�� Articles:Articles:
�� ““Virtual Leadership for a Virtual WorkforceVirtual Leadership for a Virtual Workforce””, , Chief Learning Officer Chief Learning Officer (March (March 

2009)2009)
�� ““Principles for Effective Virtual TeamworkPrinciples for Effective Virtual Teamwork””, , Communications of the ACM Communications of the ACM 

(April 2009)(April 2009)
�� ““Leading Virtual TeamsLeading Virtual Teams””, , Academy of Management Perspectives Academy of Management Perspectives 

(February 2007)(February 2007)
�� ““Best Practices for Working in a Virtual Team EnvironmentBest Practices for Working in a Virtual Team Environment””, , Library Library 

Technology ReportsTechnology Reports (January 2008)(January 2008)


