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If you’re working remotely with a virtual project team, this can add a layer of complexity, 
especially with regards to communications. The strategies here will help you maintain effective 
project communications in a virtual environment. 

 ¡ Keep the project charter, project plan, 
meeting materials, resource lists, etc. 
in a central location where all team 
members have access. 

 ¡ Use technology to track deadlines, 
assign tasks to team members, and 
schedule automated reminders. 

 ¡ Make sure everyone is using a 
consistent set of best practices within 
your project management technology 
systems. Otherwise, things will get 
disorganized fast! You may want to 
set restrictions regarding who can 
edit the files. 

1 Use Technology for Sharing 
Project Information 

 ¡ Technology should enhance your communication with the project team. Do not rely on it 
to do everything. You still need to talk to people and be available to support them. 

Don’t Use Technology to Replace Communication 2

 ¡ Depending on the size and complexity of the project, you may need to meet with your 
team weekly, bi-weekly or monthly. Schedule a recurring appointment for the same day/
time so it’s never a surprise for anyone. 

 ¡ Always follow best practices for meetings (provide an agenda ahead of time, define action 
items, start and end on time, etc.) 

Hold Virtual Status Meetings with the Team 3

Project Management software is an ideal solution. 
Some options include Asana, Basecamp, Teamwork, 
and Trello. If you’re not using PM software, you can 
use other programs (such as Excel, Word, OneNote 
and Outlook) and make project files accessible in a 
shared location (like Dropbox) for the team. 
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 ¡ Help keep everyone on track by 
picking up the phone and checking in. 
Email is easy to ignore or overlook. 

 ¡ Inquire about deadlines, resources, 
questions, etc. Don’t wait for them to 
tell you when they’re stuck! 

Check-In with Team Members 
(Individually) Via Phone 
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 ¡ Out-of-sight can often mean  
out-of-mind; don’t let your project  
get forgotten. Reach out proactively 
to share progress updates with 
people who have a vested interest  
in your success.

 ¡ Don’t just use words to describe 
where you are in the project. 
Consider sharing updates in a visually 
appealing format. Charts, graphs, and 
other data-driven illustrations often 
tell the story more effectively. 

Provide Frequent Progress 
Updates to Stakeholders  
and Owners 
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