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Note: Instructor is open to alternative methods of learning, please contact the instructor for more information at [insert contact information].
Writing Task: 

The success of collaborative writing hinges on maintaining consistent and productive lines of communication with all parties involved and setting clear expectations regarding work completion. 

This short, collaborative writing exercise requires group members to come together to identify appropriate methods of communication and expectations for communication among the group and delegate responsibility. 

Your communication and work plan should include the following information and should serve as a type “contract” by which members of the group abide. 

1. What will be the primary means through which the group will communicate? Why did you choose this method? 
2. What is an acceptable response time for messages?  Are there exceptions to this rule? 
3. What roles will each member of the group assume? Who will be responsible for various parts of the project? 
4. What are your contingency plans in the case of absence, illness, or other problem? 
Specific Requirements: 

You may format or present this plan however you’d like. But please be as specific as possible. Try to eliminate ambiguity. 
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