Create Widespread Enthusiasm and Capability--Checklist





Why do you need an intranet team?


What does the team do?


Set the organization’s direction for the intranet 


Guide the intranet in moving in that set direction


Create the infrastructure


Evaluate and select hardware and software 


Install and maintain servers


Install intranet tools for people	


Create training for web publishers


Design the structure of the internal web site


Design the home page


Develop content and design 


Create publishing guidelines 


Encourage web publishers to publish


Approve content for the intranet


Advertise and promote the intranet


Encourage and support people in their use of the intranet


Create applications


Update publishers on new tools


Keep it all moving forward


Should you combine the Intranet Team with the Internet Team, or should they be separate?


Advantages of combining the teams 


Avoid overlap


Leverage training on tools and sharing of tools and techniques


Disadvantages of combining the teams 


Focusing on several different audiences causes fragmentation


Should you have the same standards and approvals for both?


Composition of the team


Team Leader


Web Architects


Web Services


Webmasters


Programmers and Applications Developers


Graphic Artists and Designers


Communicators


Web Publishers


Technical Support


Trainers


Help Desk and Support


Legal


Facilitator


Does the team really need a facilitator?


Benefits of having facilitators conduct the meetings:


Help focus on desired results and plan the meeting


Make meetings run smoother and more efficiently


Work until consensus is reached and everyone is bought in


Where do you find a facilitator?


HR departments, total quality management programs, or business process improvement or reengineering programs


Consulting firms


Search the Internet for facilitation companies or facilitation brokers


Internet newsgroup misc.business.facilitators newsgroup


How does the team work?


Planning and agendas


Logistics--arrange the tables in a U-shape so everyone can see each other


Refreshments--use complex sugars to keep the team’s energy level consistent


Team building and bonding--ways


Experiential programs, such as Outward Bound or ropes courses


Trips


Social events


Four stages of teams--teams must go through these stages


Forming


Storming


Norming


Performing.


Creativity techniques and out-of-the-box thinking--use


Humor, fun, and games


Frequent breaks


Engage the whole brain with techniques such as drawing pictures and mind mapping


Team Meetings--activities include


Welcome and introductions


Recognition for team members


Guest speakers


Demos of applications and tools to keep everyone up to date


Updates on Internet and intranet plans and results


Team building and creativity exercises


Brainstorm and discuss expectations, vision, mission, goals and objectives, and how the team should work 


Subteams report progress and plans


Reports from conferences and shows


Set logistics for future meetings


What are the team’s objectives?


Communications


Team newsgroup


Team home page


Develop and communicate guidelines, standards, and approvals


Set direction and guide development of the internal web


Create the intranet home page and structure 


Set standards and the approvals process


Should there be web standards? Do you want your intranet standardized and controlled or loose and chaotic?


What approvals and authorizations are necessary? Who grants approvals and permissions?


Should you allow personal home pages?


Who should own the intranet? Should it belong to Communications, IT, or another area?


Set Internet policies and publish them


Should you allow universal access to the Internet?


Should you allow personal use of the Internet? Approaches include


Total laissez-faire


Total control


Middle of the road


How do you help people understand what is confidential? Educate web publishers and users


Train and support web publishers


Make tools easy to acquire and cheap or free


Create and teach classes


Put publishing tutorials on the internal web


Encourage publishing


Let publishers put content on IT server


Make a big deal about early publishing


Make initial publishers the role models and experts for others


Promote the intranet to employees


Demos


Pass it on 


Web Fair


Promote the effective use of the Internet and intranet


Train and support users through tip sheets and tutorials


Role modeling and success stories


Identify and spread tools and best practices


What is the impact of the team?


Role model for the rest of the organization


Break down walls between departments
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