Fueling
Smarter
Collaboration:
Practical
Solutions to
Team
Challenges




Collaborationijis the glue that
holds teams together, but
done In excess or poorly it's
often what slows them

down.




Think about your team’s current challenges.
Do these sound familiar?

v/ No clear priorities, so everyone is working on something different.
v Endless meetings that feel like they accomplish nothing.

v/ Slow decisions that leave projects stuck in neutral.

It doesn’t have to be this way. With the right focus on collaboration,
you can help your team align, make progress, and deliver results.

This eBook will show you how collaboration can transform the way your
team works, focusing on three key areas: priorities, meetings, and
decisions. Along the way, you'll find practical tips to overcome common
roadblocks and unlock your team’s full potential.
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Why
Collaboration
Matters with
Priorities

Priorities are the foundation of team success. However,
they are not just about tasks, they are about ensuring
everyone is working toward the same goal.

Without them, even hard-working teams can feel
scattered, trying to do too much at once or focusing on
the wrong things.

When teams collaborate to set priorities, they align their
energy and focus on what truly matters, unlocking
momentum and progress.



Why can
priorities be so
difficult?

Team member focus on
Individual tasks instead
of shared objectives

Changes leave the team
unsure of what's
Important now

When everything is a
priority, nothing is a
priority



Practical Prioritization Tips

1. Define Success Together. Start every project by asking the team,
"What does success look like?" Work together to set clear outcomes
that aligh everyone and provide a shared vision.

2. Check-in On Priorities. Use a tool like the Eisenhower Matrix to align
on priorities when situations have changed.

3. Check In Regularly. Hold quick regular reviews to adjust priorities as
needed. Are we focused on the right things? This keeps the team
aligned and avoids wasted effort.

4. Limit Priorities. Make sure everything isn't a priority. Set definitive
boundaries for priorities and non-priorities.



Call To Action

How is success defined
for your team?

. Will everyone on the team
answer the same way?

. Do you check #2 on a
regular basis?

. What's in and out of the
top priority spot?




Chapter 2:
Making Meetings
More
Collaborative




Why
Collaboration
Mattersin
Meetings

Meetings are meant to bring teams
together, align priorities, and drive
progress.

But too often, they feel like a waste of
time. They are long, unfocused, and don't
have clear outcomes.

However, when collaboration is at the
center of meetings, they become a tool
for clarity, connection, and actionable
results.
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Why can
meetings be so
difficult?
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Unfocused Meetings. No
agenda, clear purpose, or
structure, leading to wasted
time.

Disengaged Participants. Some
team members dominate while
others check out.

No Follow-Through. Decisions
are made but not acted on,
leaving teams stuck.



Practical Collaboration Tips

1. Set a Clear Purpose. Define the purpose of the meeting before it is
scheduled. Is it to decide, plan, or solve a problem? Share this with
the team ahead of time to keep everyone focused.

2. Create a Simple Agenda Together. Work with the team to list only
the most important topics. Set time limits for each to keep the
meeting on track.

3. Involve Everyone. Design and execute the meeting to ensure all
voices are heard. Vary technigues and tools to accomplish this and
to keep things fresh.

4. End with Actions. Don't leave the meeting without checking next
steps and committmenet to them.
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Call To Action

Ask your team: ‘What does success
look like this week?"

. Define the purpose of all meeting for
the week in one sentence and share
this with attendees.

. Use the Eisenhower Matrix to
prioritize weekly tasks with your team.

Focus on what's important and
eliminate what's not.

. At the end of meeting agree on next
steps and who owns what before
leaving the meeting.




Chapter 3:
Driving Smarter
Decisions as a
Team
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Why
Collaboration
Matters for
Decisions

Decisions are at the heart of
team progress.

Collaborative decision-
making ensures that every

perspective is considered,
builds team buy-in, and

moves projects forward
faster.
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Common
Decision Making
Challenges:
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Too many voices in the
mix slow decisions down

Not enough voices
hampers buy-in

Teams hesitate to
commit, worrying about
making the wrong choice

Decisions lack follow-
through, so nothing
changes



Practical Tips for Decision Making

1. Decide Who Owns It. Discuss early about who will make the final decision and who needs to
provide input. This keeps discussions focused and prevents delays.

2. Set a Deadline. Give every decision a clear timeline: "We'll finalize this by Friday.” Deadlines keep
decisions from dragging on.

3. Start Small. If your team hesitates, test a small step first. It reduces risk and builds confidence to
move forward.

4. Follow Through. Summarize the decision and assign next steps before the meeting ends. "What
needs to happen next based on the decision made?"
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Call to Action

Pick an upcoming decision and
decision maker. Also decide on who
needs to provide input.

. ldentify a decision that your team has

been debating and set a deadline for a
decision. Do this as a team
collaboratively.

. Find a small steps to commit to before

making a decision where there's
uncertainty.

. After making a decision, take 5

minutes to summarize it, identify next
steps, assign owners, and
communicate this to your team.
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| hope you begin by following me on Linkedin
and reaching out to me to discuss further
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Does your team need
collaboration assistance?

Look no further!

1? The University of Toledo

Jeff Panning, PMP, ACP @

Fueling smarter collaboration to propel
teams toward results | Project Management
| Team Collaboration | Remote Work
Strategies

Temperance, Michigan, United States -
Contact info

visit jeffpanning.com (&



