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TEAM COLLABORATION AUTOMATION PURPOSE & IMPACT

=== BEFORE YOU BEGIN

Purpose & Impact

¢ THE PURPOSE
This playbook exists because teams lose enormous time to coordination overhead, status meetings, follow-up
pings, requests lost in chat threads, and managers chasing updates. That manual friction scales badly and drains

the people doing the real work. This is my operator system for automating the team's operating rhythm, so the team
runs itself and leadership has visibility without asking for it.

& WHAT IT SOLVES

o Time lost to status meetings, follow-up pings, and manual check-ins.
¢ Internal requests and cross-team asks getting lost in chat threads.

¢ Managers chasing updates instead of reading them.

* No reliable, current view of what the team is doing and where it is blocked.

& WHAT IT ENHANCES

* Focus, the team spends time on real work instead of coordination overhead.
o Clarity, every task and request has an owner, a status, and a due date.

¢ Flow, work assigns, tracks, and updates itself without herding.

¢ Operator leverage, one person orchestrates a team that runs on rails.

& THE RESULTS IT DELIVERS

e Work that assigns and tracks itself, with automatic status updates.

¢ Internal tickets routed and owned automatically, nothing lost.

e Automated team file and activity reporting leadership can trust.

¢ Reclaimed hours and a team rhythm that holds without constant management.

WHAT IMPROVEMENT AT SCALE LOOKS LIKE

At small scale this removes the daily friction of coordinating a team. At scale, the same automated rhythm
keeps a growing or multi-team operation coordinated without adding managers, updates, tickets, and
reporting stay consistent as headcount grows, and leadership keeps one live, trustworthy view of the
entire operation without chasing it.

Team Collaboration Automation - Executive Strategic Playbook Prepared & Created by Jayson Forde



TEAM COLLABORATION AUTOMATION EXECUTIVE OVERVIEW

=== EXECUTIVE OVERVIEW

Automating How a Team Collaborates

This playbook is my operator system for automating team collaboration, turning updates, responses,
internal tickets, and file reporting from manual coordination and status-chasing into automated,
governed workflows, so the team runs on its own rhythm and leadership always has visibility.

Work In Auto-Assign Track Status Auto-Update Team Report Manager View

THE TEAM COLLABORATION FLOW - WORK IN TO MANAGER VIEW

EVIDENCE BOUNDARY

This playbook is a formalized reconstruction of the repeatable automation methods | use to organize
team collaboration. Tool configurations and demonstration data are illustrative and sanitized. The
methods are anchored to real experience leading and coordinating operations teams at scale.

What | Automate

L

Updates and responses, status updates and acknowledgements happen automatically, not by chasing people.

L g

Internal tickets and requests, routed, assigned, and tracked without manual triage.

L J

Team file reporting, files and activity roll up into automated reports for the team and leadership.
¢ Collaboration rhythm, the operator orchestrates the team to run on an automated cadence.
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TEAM COLLABORATION AUTOMATION

=== THE OPERATOR STACK

The Tools I Automate With

Asana WORK & TRACKING

Asana is where the team works: tasks, internal tickets,
ownership, due dates, and status, the single system that
makes collaboration visible and trackable.

NotebookLM DIGEST & REPORT

NotebookLM turns team activity and files into digests and
reports, so the team and leadership get an automated read
on status without manual roll-ups.

ONE STACK, ANY ENVIRONMENT

THE AUTOMATION STACK

Zapier NOTIFY & SYNC

Zapier automates the connective work: notifying owners,
routing requests, syncing files, and triggering updates
across the tools the team uses.

Microsoft Power Automate MS ECOSYSTEM ONLY

Power Automate runs the same notification, approval,
and file-reporting flows inside a Microsoft environment
(Teams, Outlook, SharePoint). Applies only when the
team operates on the Microsoft ecosystem.

Asana, Zapier, and NotebookLM are the core stack. Power Automate is used only for Microsoft-
ecosystem teams, the collaboration logic is identical; only the automation engine changes.

=== CONTENTS

The Collaboration Automation System

01 Team Operations Automation
Assigning, tracking, and updating work automatically.

02 Updates & Response Automation
Status and acknowledgements without status-chasing.

03 Internal Ticketing & Routing

Routine, cross-team, and blocker requests, routed automatically.

Team File Reporting, Build Path & Governance

Automated file/activity reporting, and how it is governed.
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TEAM COLLABORATION AUTOMATION

Team Operations Automation

01 - TEAM OPERATIONS

Work should assign, track, and update itself. The operator sets the rules; the collaboration runs on rails.

Trigger Task | Request

Assign & Track

Notify & Route

NotebookLM Team Digest

’ Status Change
’ Due Dates
’ Sync Files
’ File Report

TEAM OPERATIONS AUTOMATION - TRIGGER TO TEAM DIGEST

A new task or status change triggers the flow: Asana assigns and tracks with due dates, Zapier notifies owners
and syncs files, and NotebookLM produces the team digest and file report. The team stays coordinated without

anyone manually herding it.

ACCOUNTABILITY

¢ Every task and internal ticket carries an owner and a due
date automatically.

¢ The operator owns the automation rules and reviews
exceptions.

¢ Handoffs preserve ownership, nothing falls between
people.

Team Collaboration Automation - Executive Strategic Playbook

MEASUREMENT

¢ Percentage of work auto-assigned and tracked.
¢ On-time completion and rework rate.

¢ Manual status-chasing time removed.
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TEAM COLLABORATION AUTOMATION 02 - UPDATES & RESPONSES

Updates & Response Automation

The team should never lose time to status meetings and follow-up pings. Updates and acknowledgements automate.

Activity Happens Auto-Capture

Status Update

Manager Review

Weekly Digest Notify Owners

UPDATE & RESPONSE LOOP - ACTIVITY TO MANAGER REVIEW

When activity happens, it is captured and turned into a status update automatically; owners are notified; a
weekly digest compiles the picture for manager review. The operator sees progress and blockers without
asking for them.

ACCOUNTABILITY MEASUREMENT
¢ Owners are notified automatically on the items they own. ¢ Update timeliness and coverage (no silent work).
¢ The weekly digest is reviewed, not just generated, by the ¢ Meeting/status-chasing time reduced.

manager. ¢ Blocker resolution time.

¢ Blockers surface automatically and get an owner.
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TEAM COLLABORATION AUTOMATION 03 - INTERNAL TICKETING

Internal Ticketing & Routing

Internal requests, cross-team asks, and blockers get routed and owned automatically, no request lost in a chat thread.

Internal Request Type?

ROUTINE BLOCKER
— <

Auto-assign & track in Asana Route with owner & handoff Escalate to lead & flag

INTERNAL REQUEST ROUTING - TYPE-BASED DECISION PATH

Routine requests are auto-assigned and tracked in Asana; cross-team requests are routed with an owner and
a clean handoff; blockers are escalated to a lead and flagged. Every internal request has a home, an owner,
and a clock.

ACCOUNTABILITY MEASUREMENT

¢ Every internal request gets an owner and a status the ¢ Internal request cycle time by type.
moment it is raised. * Cross-team handoff rework rate.

¢ Cross-team handoffs carry context; nothing restarts from « Blocker escalation and resolution time.
zero.

¢ Blockers escalate to a named lead automatically.

Team Collaboration Automation - Executive Strategic Playbook Prepared & Created by Jayson Forde



TEAM COLLABORATION AUTOMATION 04 - FILE REPORTING & GOVERN

Team File Reporting & Governance

Team files and activity roll up into automated reports, and every automation is designed, gated, and monitored.

Team File Reporting

Team Files & NotebookLM Team File

Activity Zapier Sync Central Source Digest Report Leadership View

TEAM FILE REPORTING - FILES & ACTIVITY TO LEADERSHIP VIEW

The Automation Build Path

Map Team Find Manual Design Human-Review Monitor &
Automate

Workflow Coordination Automation Gate Refine

BUILD PATH - MAP TO MONITOR
HUMAN-IN-THE-LOOP

Automation handles assignment, notification, tracking, and reporting; the operator and managers keep
judgment on priorities, exceptions, and people.

Inspectable Artifacts

Team Workflow Automation Map Internal Ticket & Routing Matrix

Triggers, routes, owners, and systems for team flows. Request types mapped to owners and routes.
Demo: sanitized map Demo: illustrative

Team File | Activity Report Collaboration Cadence Calendar
Auto-compiled team file and activity digest. Automated update and reporting cadence.
Demo: sanitized Demo: sample cadence

THE PLAYBOOK IN ONE LINE

| turn manual team coordination into an automated collaboration engine, work that assigns and tracks
itself, updates that never need chasing, and reporting that leadership can trust without asking.
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