
Communication Guidelines 

Why communicating clearly is important  
1. On distributed teams, it's more likely that unclear writing will be ignored or left 
misunderstood. We are distributed around the office. We are not always working at the 
same time. This makes it more difficult to ask follow up questions because responses 
are not immediate. We likely end up scratching our heads and guessing the correct 
meaning. 
 2. Clear writing saves time. The time spent reading is much greater than the time 
spent writing. If you are working with 5 people, then 5 people will read your writing and 
respond. It takes a lot of time for 5 people to understand unclear writing. It takes only a 
little more time to write clearly. 
 3. The clarity of writing decays over time. The writing might be read months or years 
after the time of writing. What is clear at the time of writing is often very unclear by the 
time it is read. Clear writing is a long term asset. Unclear writing loses all its value or 
becomes debt.  
4. The reader has much less context than the writer. Writing should be written so 
that there is enough context for a new member joining the team.  
5. Clear writing enables better discussions and decision making. With better 
discussions and decision making we can deliver more value to customers.  
6. It's not just better presentation. Clear writing forces you to think. (And unclear 
writing forces the readers to do the thinking.)  
 

How to communicate clearly 
 
 

1. Be specific.  
2. Don't use pronouns like "it", the task, or "she". Use specific names (e.g. "Alan") 

or unique IDs (e.g. This point in the list can now easily be referenced as “A)” ).  
3. Make sure task titles are specific ("MM SEO- Keyword Research vs Keyword 

Research”).  
4. Provide examples (as I am doing here). Add screenshots.  

5. Add links to related resources. For example, if you are working on a task and 
there is a related previous task, add a link. This helps others see the connections 
(and do more reading by themselves if necessary).  

6. Don’t combine things that are separate. It’s confusing.  
7. For example, this entire list separates all the points instead of combining them 

into one. 
8. This also applies to Asana tasks. Usually, more tasks is better. Take the effort to 

create the extra task (and add a link to the previous task if it is related).  



9. Use headings, subheadings, and lists. Headings and lists are easy to scan. It 
shows hierarchy and relationships between items. You can break complex issues 
into simpler pieces which are easier to discuss and deal with.  

10. If you receive a list of questions (eg. q1, q2, q3) then your response should 
follow the same format: answer to q1, answer to q2, answer to q3. This ensures 
that every question is fully answered, and makes the response easier to understand.  

11. Start with your conclusion (like I am doing here). Then justify with a "because." 
12. Use parentheses to show when some information is secondary to the primary 

idea. Parentheses are useful because it is a quick way to show the relative 
importance of info. I often use parentheses to include examples (which the reader 
can choose to read or not).  

13. Restate the same info in a different way using (i.e.), (which means "in other 
words"). Sometimes if there is an especially complex idea, you might be unsure 
about whether it is clear enough. In that case, you can add an i.e. to say the same 
thing in a slightly different way. 

14. Close the loop. Always confirm, even if it means overcommunicating. With 
written communication, we can't see each others’ faces. Silence can be confusing. 
After reading something, confirm that you agree and understand. Or if there are 
unclear parts, then follow up and ask for clarification.  

15. Refine “previous” writings. Most of our writing is read multiple times for a long 
time. So it's worth the effort to refine (e.g. Asana tasks, google docs, code). If 
someone asks a clarifying question, then it means that the original writing was 
unclear or incomplete (or that there has been a change or breakthrough). Refine the 
original writing so that people don't need to read the entire comment thread to have 
full understanding.  

16. Use non-textual cues to communicate info (because text is harder to process). 
For example: 
17. Numbers 
18. Lists 
19. Parentheses  
20. Arrows 
21. Fonts and colors 

22. Try to shorten long blocks of text, which are hard to understand. This can be 
done by: 
23. adding more commas (commas create separation, which show the components 

of the sentence. This makes it easy to see the relationship.) 
24. Writing shorter sentences 
25. Using parentheses or hyphens (especially for nouns that have a lot of modifiers, 

which create confusion.) For example, which of the following is clearer? 
26. “The man eating lion was taken away” 
27. “The man-eating lion was taken away.” 

 

 

 



 

Asana Guidelines 

What is Asana? 
Asana is basically a to-do list for teams.  

 

 

Why do we use Asana? 
Asana helps us: 

1. Communicate clearly without duplicate effort.  
2. Consolidate information in one place so that it’s easy to find. 
3. Have alignment on what has been done, what needs to be done, and who is 

responsible for doing it. 
4. Minimize disruption in our work by letting us focus on one thing at a time. 

 

 

How to use Asana well at our company 
 

 

General 
1) Use Asana as much as possible. It's the preferred means of communication and will get 

you faster responses. Use Asana instead of other options like skype, email, teams, face to face 

meetings, phone calls, Slack. 

 

 

2) Avoid communicating the same message by multiple channels. It's disruptive and 

inefficient.  

 

 

3) Try to create more specific, granular tasks, instead of making new requests through 

comments within the same task. When one task keeps growing, it makes things harder to keep 

track of.  

 

 



4) Other tasks/projects can easily be referenced and searched for by using the @ symbol. 

 

 

Creating tasks for others 
 

 

1) Make sure that every task has a task name. Try to phrase the name so that it’s clear about 

what is required of the task assignee. 

 

 

 

 

2) If the task is not simple and requires more description, then fill in the description (not 

the comments section). Green Good…Red Bad 



 

 

 



3) Assign the task AFTER you finish writing the task, not before. If you assign the task first, 

then people will be notified. It’s disruptive to be assigned a task that is empty! 

 

 

4) If you need something from somebody, make sure that you assign the task to them. If 

you don’t assign the task, then it’s easy for the person to lose track of the task, and it won’t get 

done. 

 

 

5) If you know an appropriate Project for the task, then add the task to the Project. The 

task will become visible to anyone who has access to the Project. 

 

 

6) If you know anyone else who should be aware of the task, then add them as a 

Follower. 

 

 

7) Don't create multiple tasks for the same request. This is disruptive and unnecessary.  

 

 

Responding  
1) Organize your thoughts and consolidate your response into 1 comment instead of 

multiple comments.  

 

 

2) If you need clarification or input from the other person: 

- Mention it in the comment. 

- Also, assign the task back to the other person. If you fail to do this, then they might lose track 

of the task and not respond to you.  

 

 

3) If you have finished the task, then mark it as completed.  

 

 

4) If a task is not assigned to you, then don't assume that it's already assigned to you. 

There might be a good reason that it is not assigned to you (for example, it is not ready). 



 


