A

abilities of individual team members, 87
accidents, catastrophic events management and, 317
active listening skills, 33-34, 56
adaptation stage of cultural adjustment, 135
administrative skillset
for remote worker, 51, 376
for virtual manager, 45—46, 368
agenda for meeting, 264, 267
airline lounges as work locations, 71-72
airplanes as work locations, 70
airports (and other transit stations) as work
location, 71-73
Amiable members, 89, 90, 91
Analytical members, 89, 90-91
auditory learners, 93-94
availability of virtual manager, 52-53

B

bad news, delivering correctly, 270-272

best practices sharing, 200-206

BlackBerry, 344

blame assignment, politics and, 278279

brainstorming for best practices, 202-206, 204,
206, 390

brainstorming spreadsheet, 204, 206, 390

business centers as work locations, 71

business continuity plans, 313-314, 314

business cycle, economics, team processes and
procedures and, 225

business operating values and, 352-353, 353

Index

C

career development. See coaching, career
development skills
cars as work location, 72-73
case study in virtual management, 399-408
catastrophic events management, 309-336. See
also politics; risk management
aftermath of, management of, 334-335
business continuity plans in, 313-314, 314
categories of risk in, 310-311, 310
change-control process and, 227
communications vital in, 324-334
conference calls in, 332-333
controlling emotions in, 321-322
damage control in, 323-324
delivering bad news and, 270-272
disaster recovery plans in, 315
email in, 330-331
escalation procedures in, 237-240
freak accidents as, 317
instant messaging in, 330
internal vs. external events in, 313-314
key persons and, 317
lessons-learned meeting and, 335-336
natural disasters as, 316
nipping trouble in the bud to prevent, 286288
online chat in, 330
onsite meetings and, 333-334
pagers in, 328-329
personnel issues as, 317
phone calls in, 327-328
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catastrophic events management, continued
planning for, 311-313, 313-316
project or product issues as, 316-317
public transport failures as, 317
reacting to, 320-322
recognizing high-risk and, 310-311, 316-318
red, yellow, green level evaluation of, 322-323
risk management and, 318-320
scope management and, 318-320
status report for, 331, 331, 397
text messaging in, 329
war or terrorism as, 318
celebrations and rewards, 208-209
cell phones. See also communications; telephone
catastrophic events management and, 327-328
community center access to, 66—67
cyber café and coffee houses and, 67
driving while using, 72—73
effective uses of, 262-263
hotel rooms and, 6768
library access to, 65—66
challenges of outsourcing, 151-153
challenges of virtual management, 21-23, 406407
change log, 229-230, 229
change management, 300-304, 301
change request, 228-230, 228
change-control process, 218-230
business cycle, economics and, 225
catastrophic failures or events and, 227. See also
catastrophic events management
categories of change and, 219
change logs used in, 229-230, 229
change requests used in, 228-230, 228
impact of change and, 218-219
maintenance and, 226-227
new projects and, 226
organizational upheavals and, 224-225
proactive vs. reactive response to change via, 219
resource allocations and, 220-221
scheduling and, 221-222
scope and, 225-226
technical issues, technical support and, 222224
chat rooms, catastrophic events management and,
330
citizenship requirements for contracts, 166—-167
client and vendor processes, 233
status report from project manager to client in, 236
client onsite work locations, 68—69

coaching, personal/career development skills,
34-35, 55, 56, 100-102, 104-105
coffee houses as work locations, 67
collaborative tools, 339-343
common interests, 190—191
communication, 13—14, 14, 22-23, 29-30, 36-38,
212-218,247-272, 401-403
active listening skills and, 33-34, 56
auditory learners and, 93-94
bad news in, correct techniques for, 270-272
case study in, 401-403
catastrophic events management and, 324-334
cell phones in, 262-263
choosing appropriate tools for, 337-338
clarity and completeness of, 4043, 42, 43
clarity of speech in, when dealing with
non-native speakers, 125-127
collaborative tools for, 339-343
complexities of, 249-252
conference call meetings and, 13
cultural differences and, 113, 116, 130-133,
136-138, 153-154
document-management systems and, 342—343
documentation and note taking in, 38, 243-244,
244
email in, 253-257
English as second language (ESL) speakers and,
122-124
face-to-face, 263-265
formal plan for, 214-215, 214
gestures and body language in, 128-129, 248,
250-252
global team management and, 113
in-person, 198
informal plan for, 216-217, 217
instant messaging and, 14, 345-346
integrated virtual management tools for, 340341
language barriers and, 38, 113, 122-124,
153-154
learning styles of members and, 92-94
listening skills for, when dealing with
non-native speakers, 127-128
meetings and, 401-402
nonverbal, 36-37, 248
notification list, for escalation procedures, 239240
online meeting tools for, 341-342
online scheduling and time tracking tools for, 343
PDAs for, 337-338, 344-345
phone conferencing in, 347
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physical or kinesthetic learners and, 94
preferences for, of individual team members, 95
presentations as, 269-270
process documentation for, 212-218
project meetings as, 265-266
question asking style in, when dealing with
non-native speakers, 129-130
remote worker and, skills at, 48-49
reports as, 269-270
rules for, 24, 217-218
selecting best method for, 252-253, 253
SharePoint tool in, 340-341
smartphones for, 344
stakeholder groups in, 213-214, 213
status reporting process and, 233-237, 268
team meetings as, 266268
telephone in, 257-262
text messaging in, 345-346
time management and, 172
time zone differences and, 119122
tone of voice in, 249-252
tools for, 337-347, 401
translation and translators for, 124—-125
video conferencing and, 346
virtual manager and, 22-23, 29-30, 36-38,
362-363
virtual teamwork and, 197-198
virtual types of, history and development of,
247-248
visual learners and, 93
written, 403
communication plans, 214-215, 214, 216-217,
217, 391
community building, 193195
community centers as work locations, 66—67
company culture, politics and, 273-275. See also
cultural differences
comparing team members, problems with, 281-282
complaints, politics and, 278-279
computers and equipment. See also technical
skillset
remote worker and, 49
technical issues, technical support and, 222-224
virtual manager and, 38-39
conference call meeting, 13, 27, 257. See also
meetings; telephone
catastrophic events management and, 332-333
language barriers and, 126—127

phone conferencing in, 347
time zone differences and, 119-122, 153
video conferencing and, 346
conflict management, 289-308. See also team
building; virtual teamwork
asking for help with, 307-308
catalysts of, 289-291, 290
change management and, 300-304, 301
controlling emotions in, 295-296
encouraging cooperation in, 294-295
knowing when and how to act in, 292-296
limitations to, 307-308
outsourcing and, 167-168
phone conference mediation in, 296287
proactive management of situations in, 297-300,
297
quick action in, 290-296
recognizing potential situations for, 291-292,
291
removing a team member from the team in,
304-307
reprimanding others in, 293-294
conflict stage of cultural adjustment, 134
contingency plans, 242243
corporate office as work location, 73
costs of outsourcing, 140, 142
creating the virtual team. See team building
crisis management. See catastrophic events
management
cultural adjustment, stages of, 133—135
adaptation stage of, 135
conflict stage of, 134
honeymoon stage in, 133
integration stage of, 134-135
cultural differences, 113, 116, 130-133, 136138,
153-154
culture, company, 273-275
cyber café and coffee houses as work locations, 67

D

damage control, 323-324
daylight savings time. See time zone differences
decision making skills

for remote worker, 50, 374

for virtual manager, 4043, 365
defect-tracking process (technical projects), 230-231
derogatory remarks, 282283
disaster recovery plans, 315
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dispute resolution. See conflict resolution
document-management systems, 342—343
documentation and note taking, 38
document-management systems and, 342-343
documentation plan, for 244, 395
documentation process, 243244, 244
forms for, 379-397, 380
domestic inshoring. See farmsourcing/farmshoring
Driver members, 89, 90, 91
driving and cell phone use, 72-73
dynamics of the team, 85-86, 193. See also virtual
teamwork
change management and, 300-304, 301

E

E-room, 342-343

economic factors
change-control process and, 225
outsourcing and, 146—147

email, 24. See also communication
catastrophic events management and, 330-331
effective uses of, 253-257

emotional control, 353-355
catastrophic events management and, 321-322
conflict management and, 295-296

employee benefits
case study in, 405-406
globalization and, 118-119

English as second language (ESL) speakers,
122-124

enthusiasm, 5657

escalation notification form, 239, 239

escalation path, 237-238, 238

escalation procedures, 237-240, 394. See also
catastrophic events management
categorizing events for, 239
escalation notification form for, 239, 239
escalation path defined for, 237-238, 238
notification list for, 239-240
prioritizing events for, 237-238

ethics. See business operating values

events
celebrations and rewards as, 208-209
humor and, 207-208
virtual team days and, 199-200

Expressive members, 89, 90, 91-92

extendability of processes, outsourcing and, 142

F

face-to-face communication, 263-265. See also
one-on-one meetings

farmsourcing/farmshoring, 140, 149-151, 405. See
also outsourcing

feedback, 103

firing practices, 304-307

flexibility and outsourcing, 142

forced-pair comparison in prioritizing tasks,
185-188, 185, 187, 389

G
general management skills
for remote worker, 46-47, 370
for virtual manager, 28-30, 360
gestures and body language, 128—129, 248,
250-252. See also cultural differences
Global Crossing, 341
global team management, 113-138. See also
cultural differences; globalization; language
barriers; outsourcing; virtual teamwork
communication issues and, 113
cultural adjustment and, stages of, 133—135
cultural differences and, 113, 116, 130133,
136138, 153-154
English as second language (ESL) speakers and,
122-124
globalization and, 114-130
language barriers and, 113, 122-124, 153—154
paid days off, holiday leave, and, 118, 137-138
team building and, 135-138
time zone differences and, 119-122
training programs and, 116
globalization, 2-3, 114—130. See also outsourcing
cost savings of, 115, 116-117
cultural differences and, 116, 130-133,
136-138, 153
decision to go global in, 114-115
employee benefits and, 118119
English as second language (ESL) speakers and,
122-124
indirect costs of, 115
language barriers and, 122—-124, 153-154
legal issues of, 117-118, 168
paid days off, holiday leave, and, 118, 137-138
preparing for, 115-119
satellite offices for, 116
time zone differences and, 119-122
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training programs and, 116

virtual management and, 2-3
goal and objectives setting, 5455, 98-99
Groove, 343

H
hiring plan, team building and, 74
holidays, 118, 137-138
home office, 64-65

technical issues, technical support and, 3839,

49, 222-224

honesty, virtual manager and, 55-56
honeymoon stage of cultural adjustment, 133
hotel rooms as work location, 67-68
hoteling offices, 6970
humor, virtual teamwork and, 207-208
hybrid virtual managers, 20-21, 25-27, 26

I
If (Rudyard Kipling poem), 354
in-person communication, 198
inshoring. See farmsourcing/farmshoring
inspection, outsourcing and, 168
inspiring others through good leadership, 357
instant messaging, 14, 345-346

catastrophic events management and, 330
integration stage of cultural adjustment, 134—135
integrity, 351-353
intellectual property rights, outsourcing and, 168
interaction styles, 89-95

Amiable members in, 89, 90, 91

Analytical members in, 89, 90-91

Driver members in, 89, 90, 91

Expressive members in, 89, 90, 91-92
Internet access. See also wireless (WiFi) access

airline lounges and, 71-72

airports (and other transit stations) and, 71-73

buses, trains, airplanes and, 70

business centers and, 71

client onsite work locations and, 68—69

community centers and, 66—67

cyber café and coffee houses and, 67

hotel rooms and, 6768

kiosks for, 71

libraries and, 65-66

shared or hoteling offices and, 69-70
Internet kiosks, 71
interview evaluation form, 80-84, 85, 385

interviewing team candidates, and interview
evaluation form, 80—84, 85

J
job descriptions, 75, 78, 79, 384

K

key persons, loss of, catastrophic events
management and, 317

kinesthetic learners, 94

kiosks, Internet, 71

Kipling, Rudyard, 354

L

language barriers, 38, 113, 122—124. See also
communication; gestures and body language
layoffs, 304-307
leadership skills, 29, 95, 349-358
business operating values and, 352-353, 353
controlling emotions and, 353-355
inspiring others through, 357
prejudice and stereotypes vs., 356-358
professional integrity and, 351-353
professionalism as highest quality of, 355-356
qualities of a leader and, 349-350
situational, 95
virtual team and, special challenges of, 350-351
learning styles of virtual team members, 92-94
auditory, 93-94
physical or kinesthetic, 94
virtual training sessions and, 105-108
visual, 93
legal issues, 117-118, 168
globalization and, 117-118, 168
outsourcing and, 168
lessons-learned meeting, 335-336
libraries as work locations, 65-66
Live Meeting, Microsoft, 342
local office as work location, 73

M

maintenance, change-control process and, 226-227

manager. See virtual manager

managing the virtual team. See team building;
virtual management

meetings, 52-53, 265-268, 401-402. See also
conference call meetings
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meetings, continued
agendas for, 263-264, 264, 267
bad news delivered in, 270-272
catastrophic events management and, 333-334
effective use of, 265-268
face-to-face, 263-265, 402-403
lessons-learned, 335-336
online meeting tools for, 341-342
prioritizing, 176—177
project type, effective use of, 265-266
team type, effective use of, 266268
time management and, 181-182
Microsoft Live Meeting, 342
Microsoft Project Saver, 343

N

natural disasters, catastrophic events management
and, 316

Netmeeting, 341

nipping trouble in the bud, 286-288

nonverbal communication, 3637, 248

notification list, escalation procedures and, 239-240

o
offshoring, 145-149, 404-405. See also
farmshoring; globalization; outsourcing
costs of, 147
economic factors in, 146147
full offshore outsourcings option in, 146—148
offshore office option in, 148—149
progress and performance tracking in, 146
quality control and, 148
staff assignment responsibilities and, 147-148
training programs and, 147
one-on-one meetings, 15-103, 270-272. See also
meetings
online chat, in catastrophic events management, 330
online meeting tools, 341-342
online scheduling and time tracking tools, 343
onsite meetings, catastrophic events management
and, 333-334
organizational processes, 232-233
organizational upheavals
change management and, 309-304, 301
change-control process and, 224-225
outsourced teams, 1011, 10
outsourcing, 1-2, 139-168
case study in, 404—405

challenges of, 151-153

change management and, 303-304

citizenship requirements and, 166—167

cost savings of, 140, 145

costs of, 140-141, 142, 147

cultural differences and, 153—-154

decision to, vital considerations in, 140—145

dispute resolution and, 167-168

economic factors in, 146147

existing employees and, impact on, 151-152

expanding business and, 144

extendability of processes in, 142

failure of, reasons for, 152

farmsourcing/farmshoring as, 140, 149-151

flexibility and, 142

history of, 139

independence of outsourcer in, 141-142

inshoring. See farmsourcing/farmshoring

inspection and acceptance issues in, 168

intellectual property rights and, 168

language barriers and, 153-154

legal issues and, 168

local or regional (within U.S.), 139-140, 149-151.
See also farmsourcing/farmshoring

management for, 141, 153—-157

offshoring as, 145-149

ongoing business functions for, 156—157

product development and, 154—157

progress and performance tracking in, 146

project-specific, 154-156

pros and cons of, 144-145

quality control and, 141, 148

risk assessment for, 141

scalability of processes in, 142

scheduling (timeliness) and, 141

security clearance requirements in, 167, 168

service sector and, 144, 155-156, 157

setup time, effort, costs in, 142—143

sharing knowledge with outsources in, 143

specification and process control in, 142

staff assignment responsibilities and, 147—148

Statement of Work for, 158—168, 159. See also
Statement of Work

time zone differences and, 143, 153

training programs and, 147

vendor relationships in, 157-158

virtual management and, 1-2, 10-11, 10
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P

pagers, catastrophic events management and,
328-329

paid holidays, globalization and, 118, 137138

Palm Treo, 345

Payment Not to Exceed clause, in Statement of
Work (outsourcing contract), 163

Payment Terms clause, in Statement of Work
(outsourcing contract), 163

PDAs, 337-338, 344-345. See also
communication; instant messaging; text
messaging

people management skills
change management and, 300-304, 301
for remote worker, 47-48, 371
for virtual manager, 32-35, 361-362

personal qualities required by remote worker, 377

personal qualities required by virtual manager, 369

personal time management, 173—181

personal/career development skills, 3435,
100-102, 104-105

personalities within the team, 86—87

personnel issues, in catastrophic events
management, 317

personnel management. See team building

phone. See telephone

physical or kinesthetic learners, 94

politics in the virtual office, 273288
company culture and, 273-275
comparing team members and, 281-282
complaints and blame in, 278-279
creation of, within a team, 275-283
derogatory remarks and, 282283
identifying potential troublemakers and,

284-286, 285

manager’s behavior as tone-setter for, 276283
maximizing vs. minimizing behaviors in, 274, 274
nipping trouble in the bud to prevent, 286288
reprimands and, 279-280
rewards and congratulations in, 280-281
rules of behavior vs. 277-278, 278
superiority assumptions and, 283-284
superstar behaviors and, 279

prejudice and stereotypes, 356358

presentations, 269270

prioritizing meetings, 176—177

prioritizing tasks, 173, 176-178, 178, 185-188

problem solving skills
for remote workers, 50, 374
for virtual manager, 4344, 57, 366
process control, outsourcing and, 142
process management, 245-246
processes and procedures. See team processes and
procedures
product development and outsourcing and, 154-157
professional integrity, 351-353
professionalism, 355-356
progress and performance tracking, 23-25, 30-31,
99-100, 404
feedback and, 103
outsourcing and, 146
reprimands and, 279-280
rewards and congratulations in, 280281
status reporting process and, 233-237, 235
project or product issues
catastrophic events management and, 316-317
change-control process and, 226
outsourcing and, 154-156
Project Saver, Microsoft, 343
project teams, virtual, 25
public transport failures, catastrophic events
management and, 317

Q

quality control
defect-tracking process (technical projects) in,
230-231
outsourcing and, 141, 148
team processes and procedures and for, 230-231
question asking style, when dealing with
non-native speakers, 129-130
Quickarrow, 343

R

Ready Access, 341

recruiting team members, 403—404

red, yellow, green level evaluation of catastrophe,
322-323

remote workers, 4651
administrative skills for, 51, 376
communication and, 4849, 371-372
decision making skills for, 50, 374
general management skills for, 4647, 370
knowing your team members as, 57-58
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remote workers, continued
meetings with, 52-53
one-on-one meetings with, 103
people skills for, 47-48, 371
personal qualities required of, 377
problem solving skills for, 50, 374
reallocation of, 220-221
removing, 304-307
skillsets required by, 46-51, 370-377
team orientation/team playing in, 50, 375
technical knowledge skills and, 49, 372-373
time management and, 170—183
removing a team member from the team, 304-307
reporting, 269-270, 379-397, 380. See also status
reporting process
reprimands, 279-280, 293-294
resource allocation, in change-control process,
220-221
rewards and congratulations, 280281
risk action/contingency plans, 242243
risk log, 243, 243, 393
risk management, 240-243, 318-320. See also
catastrophic events management
categories of risk in, 310-311, 310
evaluating risk for, 242
identifying risk for, 241-243
outsourcing and, 141
planning for high-risk events in, 311-313
prioritizing risk for, 242
risk action/contingency plans for, 242243
risk log for, 243, 243
scope management and, 318-320
roles and responsibility, 53—54, 88-89, 88, 396

S

satellite team members, 8-9, 116
scalability of processes, outsourcing and, 142
scheduling
change-control process and, 221-222
online scheduling and time tracking tools for, 343
outsourcing and, 141
time management and, 178—179
scope management, 318-320
change-control process and, 225-226
security clearance requirements, outsourcing, 167,
168
service sector outsourcing, 144, 155-157
setup time, effort, costs, outsourcing and, 142-143
shared or hoteling offices, 69—70

SharePoint tool, 340-341
short messaging service (SMS). See text messaging
Sidekick, T-Mobile, 345
situational leadership, 95
skillsets for remote workers/managers, 2846, 75,
77,359-377
smartphones, 344
SMS. See text messaging
specification and process control, outsourcing and,
142
split virtual teams, 7-8, 8, 96-97
spontaneity and the virtual manager, 27
staff assignment responsibilities, outsourcing and,
147-148
staffing plan, 75, 76, 381-383
staffing profiles, 75, 77
stakeholder groups, communication and, 213-214,
213
standards setting, 15, 52-54
Statement of Work (outsourcing contract),
158-168, 159, 387
Assumptions and Constraints section in, 165
change process provisions in, 167
client responsibilities in, 164
completion criteria listed in, 162
conflict of interest and, 164
delay management details in, 168
dispute resolution provisions in, 167—168
fees and payments listed in, 162—163
fixed costs in, 162
General Provisions section in, 167-168
inspection and acceptance issues in, 168
intellectual property rights and, 168
introduction for, 160
key contacts section in, 165
legal compliance clause in, 168
objectives section for, 160
Payment Not to Exceed clause in, 163
Payment Terms clause in, 163
period of contract for, 161
physical location outlined in, 166
project scope for, 160-161
renewal term details in, 167
reporting requirements section in, 165
Roles and responsibilities documented in, 164
schedule of deliverables in, 161-162
security clearance requirements in, 167
security issues and, 168
specific tasks listed in, 161
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staffing section in, 166

time and materials costs in, 162163

vendor company responsibilities in, 164

worker citizenship requirements and, 166—167
status reports and reporting process, 2425,

233-237, 235, 268, 392

catastrophic events management and, 331, 331

monthly status report to senior executives in, 236

interviewing candidates for, and interview
evaluation form, 80—84, 85

job descriptions and, 75, 78, 79

learning styles of members and, 92-94

one-on-one meetings with members and, 103

personalities in, 8687

prejudice and stereotypes vs., 356-358

recruitment for, 403—404

status report from manager to team members in, remote worker and, 375
234-235 roles and responsibility setting for, 53-54,
status report from project manager to client in, 236 88-89, 88
status report from team members to manager in, skillset requirements for, 61-62, 74-75, 77
234

split local/remote teams and, 96-97

superiority assumptions, office politics and, 283-284 staffing plan in, 75, 76

superstar behaviors, office politics and, 279

T

T-Mobile Sidekick, 345

task management
estimating time for, 180

forced-pair comparison in prioritizing tasks in,

185-188, 185, 187, 389
prioritizing or ranking tasks in, 173, 176-178,
178, 185-188
progress and status reporting in, 181
scheduling tasks in, 178179
to-do lists for, 175-176, 175
tracking and completing tasks in, 180—181
updating and reprioritizing in, 179-180
task management list, 388
team building, 61-111. See also global team
management; politics in the virtual office
abilities of individual members in, 87
Amiable members in, 89, 90, 91
Analytical members in, 89, 90-91
auditory learners and, 93-94
case study in, 403-404
choosing members in, 73-89
communication preferences of team members
and, 95
Driver members in, 89, 90, 91
Expressive members in, 89, 90, 91-92
feedback and, 103
global team management and, 135-138
goal and objective setting in, 98-99
hiring plan for, 74
interaction styles of members and, 89-95
internal vs. external hires in, 78—80

staffing profiles in, 75, 77
team dynamics and, 85-86, 193. See also
change management

time management and, 172-173
troublemakers and, 284-286, 285
virtual manager and, 44—45, 53, 367
virtual training sessions and, 105-108
visual learners and, 93
work locations and, 62-73

team dynamics, 85-86, 193
change management and, 300-304, 301

team events, 14—15

team member interactions, virtual teamwork and,
195-206

team orientation/team playing, remote worker and,
50

team processes and procedures, 211-246
change-control process in, 218-230
client and vendor processes, 233
communication process as, 212-218
defect-tracking process (technical projects) in,

230-231

documentation process in, 243-244, 244
educating team members about, 245-246
escalation procedures in, 237-240
importance of documenting, 211-212
organizational processes in, 232-233
process management and, 245-246
risk management process in, 240243
status reporting process and, 233-237

teamwork. See virtual teamwork

technical issues, technical support, 222-224
for remote worker, 49, 372-373
for virtual manager, 38-39, 364-365
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telephone. See also cell phones; communication;
conference call meetings
catastrophic events management and, 327-328
conflict management and, mediation and,
296-297
effective uses of, 257-262
phone conferencing in, 347
terrorism, catastrophic events management and, 318
text messaging, 345-346
catastrophic events management and, 329
time management, 169—188
collaborative tasks and, 171
communication and, 172
estimating time requirements for, 180
importance of, 169-170
meetings and, 181-182
meetings and, prioritizing, 176—177
online scheduling and time tracking tools for,
343
personal, 173—181
speeding up time-consuming tasks in, 183—184
task management in, 174
estimating time for, 180
forced-pair comparison in prioritizing tasks
in, 185-188, 185, 187
prioritizing or ranking tasks in, 173,
176-178, 178, 185188
progress and status reporting in, 181
scheduling, 178-179
to-do lists for, 174-176, 175
tracking and completing tasks in, 180—181
updating and reprioritizing in, 179-180
teams and, 172—-173
tools for, 183
virtual (remote) workers and, 170-183
virtual manager and, 31-32, 33, 170-183
time zone differences
global team management and, 119—-122
outsourcing and, 143, 153
time-zone spreadsheet, 120, 386
to-do lists, in time management, 175-176, 175
tone of voice, communication and, 249-252
traditional organization structure, 3-5, 5
traditional vs. virtual management, 3—11
satellite team members and, 8-9, 116
some remote team members in, 67
split teams in, 7-8, 8, 96-97
traditional manager and, 18-20, 19
traditional organization structure and, 3-5, 5

virtual organization structure and, 6

training. See virtual training sessions
trains as work locations, 70

translation and translators, 124-125
Treo, Palm, 345

troublemakers, identifying, 284-286, 285
trust, virtual teamwork and, 191-192

\'

vendor relationships, outsourcing and, 157-158
video conferencing, 346. See also conference call

meetings

virtual management, xxi—xxii, 1-16. See also

global team management; virtual manager

challenges of, 21-23, 406407

communication and, 13-14, 14

conference call meetings and, 13

document-management systems and, 342—343

global teams, 2-3. See also global team
management

instant messaging and, 14

mixed teams in, 67

need for, xxi—xxii, 1-3

one-on-one meetings with members and, 15, 103

online meeting tools for, 341-342

outsourced teams and, 1-2, 10-11, 10, 153-157.
See also global team management

pure virtual teams in, 10

reasons for, 1-3

satellite team members and, 8-9, 116

SharePoint tool in, 340-341

split local/remote teams in, 7-8, 8, 96-97

standards setting for, 15, 52-54

team events and, 14—15

team interaction and, 11-16

tools for, 340-341, 401

traditional management vs., 3—11

virtual manager, 17-59, 21. See also team building;

virtual management

active listening skills and, 33-34, 56

administrative skills of, 45-46, 368

availability of, 52-53

challenges facing, 21-23, 406407

coaching, personal/career development skills
and, 34-35, 55, 56, 100-102, 104-105

communication and, 22-23, 29-30, 36-38,
362-363

decision making skills for, 4043, 365

employee needs and, 51-59
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enthusiasm in, 5657

general management skills for, 28-30, 360

goal and objectives setting by, 54-55, 98-99

honesty and, 55-56

hybrid, 20-21, 25-27, 26

knowing your team members as, 57-58

leadership and, 29, 349358

meetings with virtual members and, 52-53

people management skills and, 32-35, 361-362

personal qualities required by, 369

problem solving skills of, 43—44, 57, 366

progress and performance tracking by, 23-25,
30-31, 99-100

project teams and, 25

roles and responsibility setting by, 53-54,
88-89, 88

skillsets required by, 28—46

spontaneity and, 27

status reporting and, 24-25

team building skills of, 4445, 53, 367

technical knowledge skills for, 38-39, 364-365

time management and, 31-32, 33

traditional management vs., 18-20, 19

virtual managers

cultural differences and, 153—-154, 153

global teams and. See global team management,
113

language barriers and, 153-154, 153

leadership and, 95

outsourcing and, 153—157, 153

prejudice and stereotypes vs., 356-358, 356

professionalism as highest quality of, 355-356,
355

situational leadership and, 95

skillsets for, 359-377, 359

time management and, 170-183, 170

time zone differences and, 153

communication preferences of team members
and, 95

community building for, 193-195

dynamics of, 85-86, 193. See also change
management

humor and, 207-208

in-person communication and, 198

interaction among members of, 11-16, 89-95

knowing your team members as, 57-58

learning styles of members and, 92-94

outsourced teams and, 10-11, 10

personality mix in, 86—87

prejudice and stereotypes vs., 356-358

recruiting, 403—404

removing members from, 304-307

roles and responsibility setting for, 53—54,
88-89, 88

satellite team members and, 8-9, 116

split local/remote, 7-8, 8, 96-97

team member interactions and, 195-206

team processes and procedures and, learning
about, 245-246

troublemakers and, 284286, 285

trust and, 191-192

variations on, 6—8

virtual team days for, 199-200

virtual training sessions and, 105-108

work locations for, 62—73

virtual team days, 199-200
virtual teamwork, 180-209, 286. See also politics

in the virtual office; team building

best practices sharing and, 200-206

brainstorming for best practices and, 202-206,
204, 206

celebrations and rewards for, 208-209

characteristics of success in, 189

commonalities as basis for, 190-191

communication and, 197—-198

virtual organizations, 6

virtual politics. See politics, 273

virtual private networks (VPNs), 9

virtual teams, 6-8. See also global team
management; virtual management
abilities of individual members in, 87
best practices sharing and, 200-206
brainstorming for best practices and, 202-206,

204, 206

celebrations and rewards for, 208-209
common interests in, 190—191
communication and, 197-198

community building for, 193—195
dynamics of team and, 193

humor and, 207-208

in-person communication and, 198
nipping trouble in the bud to prevent, 286288
prejudice and stereotypes vs., 356-358
remote worker and, 375

team member interactions and, 195-206
troublemakers and, 284-286, 285

trust and, 191-192

virtual team days and, 199-200
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virtual training sessions, 105-108
globalization and, 116
outsourcing and, 147
prerecorded, 111
Webinars and, 110

visual learners, 93

W
war, catastrophic events management and, 318
Webex, 341
Webinars, 110
wireless (WiFi) access, 72
airline lounges and, 71-72
airports (and other transit stations) and, 71-73
buses, trains, airplanes and, 70
business centers and, 71
community centers and, 66—67
cyber café and coffee houses and, 67
hotel rooms and, 67—68
libraries and, 65-66

shared or hoteling offices and, 69—70
work locations for virtual members, 62—73
advantages and disadvantages of, 63
airline lounges as, 71-72
airports (and other transit stations) as, 71-73
buses, trains, airplanes as, 70
business centers as, 71
cars as, 72-73
client onsite locations for, 6869
community centers as, 66—67
cyber café and coffee houses as, 67
general management skills for, 28-30
home office as, 64—65
hotel rooms as, 67-68
libraries as, 65-66
local or corporate office as, 73
policies for, 62
selecting appropriate, 63—64
shared or hoteling offices as, 6970
wireless access for, 72
written communication, 403
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