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[=Assessment/Testing the Market






Doints to rg, S|der in running of the
[arl s,___._ sket Association

Roles & ResponS|b|
defined

How do we com
as ateam?

How do we wo



TIMELINE —

- tasks for yourself or delegate to a

imeline for the things you need to get done,
0 remember, or need someone else to do.



PROJECTS

ize 'our task list s
ition team.

an Include: latest initiative, new orders, new
products, monthly editorial calendar. Customize

-~ workflows to fit you're the association management
Style.

ed projects for the



CALENDAR

lear View of whc Jing what, by when.
should be shared projects.

- Timelines will help your team to focus on priorities for the
Association, it Is a good tool for self assesment. (are
you achieving your set goals? )



DUE DATES ¢

v

_every task gets eted on time.
ck of when tasks are due. (develop a system

ared with the association members) This will
k help you beat deadlines and get good results.



COMMUNICA
ystetl ommunication, through from the

'he Association members. The whole team should be
irough the communication so as to stay up to date and
happenings within the association.

- Email, Telephone, Whatapp, Verbal at meetings (minutes)etc.
(Social Media for the external — advertising etc.)



SCHEDULEL

sheduled meetings e.g once every month, every 3
22 To keep up to date on the happenings within
sociation, these meetings will help deliberate on

~ the projects the team is working on so you can stay on

~ the same page and plan how to move work forward




DOCUMENTA

nentation : set of documents provided on paper, or online,
digital or analog mec Mainly for reference guides.

p a system of documentation,

neduled meetings e.g once every month, every 3

- mc ?? To keep up to date on the happenings within the
Association, (keep minutes/record of these meetings,
deliberations and decisions made on the projects. This will be a
guideline to stay on the same page and plan how to move &
work forward.




Power of Together!

Taita Bé
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