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permission of the author. Reproduction or translation of this work in any form
beyond that permitted by section 107 or 108 of the 1976 United States
Copyright Act is strictly prohibited. For permission requests, please contact the
author. Reviewers may quote brief passages in reviews.

Liability Disclaimer and FTC Notice

The purpose of this book is to provide the user with general information about
the subject matter presented. This book is for entertainment purposes only.
This book is not intended, nor should the user consider it, to be legal advice for
a specific situation. The author, company, and publisher make no
representations or warranties with respect to the accuracy, fitness,
completeness, or applicability of the contents of this book. They disclaim any
merchantability, fitness or warranties, whether expressed or implied. The
author, company, and publisher shall in no event be held liable for any loss or
other damages, including but not limited to special, incidental, consequential,
or other damages. This disclaimer applies to any damages by any failure of
performance, error, omission, interruption, deletion, defect, delay in operation
or transmission, computer malware, communication line failure, theft or
destruction or unauthorized access to, or use of record, whether for breach of
contract, tort, negligence, or under any other cause of action.

By reading this book, you agree that the use of it is entirely at your own risk
and that you are solely responsible for your use of the contents. The advice of a
competent legal counsel (or any other professional) should be sought. The
author, company, and publisher do not warrant the performance, effectiveness
or applicability of any sites or references listed in this book. Some links are
affiliate links. This means if you decide to make a purchase after clicking on
some links, the author will make a commission. All references and links are for
information purposes only and are not warranted for content, accuracy or any
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Preface

In early 2020, the world was in the middle of a major coronavirus pandemic
(COVID-19).

Several countries were put on lockdown and economies crashed. Many people
lost their jobs, and those who didn’t were asked to work from home.

[ was fortunate that I worked for Cisco Systems, a company that is a
technology leader in the space of collaboration and working remotely. (Note:
Views are my own and not those of Cisco). I was already working from home
before the pandemic hit, and I was grateful that the impact on my own job was
minimal.

Others weren’t so lucky.

In an effort to give back, I wanted to come up with a way to help the maximum
number of people by leveraging my skills in writing books and managing virtual
teams. That’s when I came up with the idea of writing this book.

I had three main goals.

First, I wanted to teach people how to write and publish a book. Given that I've
published several books myself, I thought I'd encourage anyone who had
considered writing a book to finally write one. To do this, I documented the
entire journey on my blog and my podcast. I explained everything, including
choosing a topic and designing a cover. I also explained how I presold the book
and how much money I raised. My hope was to inspire those who were able to
use some of their free time to publish a book themselves. (If you're interested in
reading about that process, it’s all documented here).

Second, I wanted to help remote teams stay connected through virtual team-
building activities. During the pandemic, a big pain point for virtual teams was
that they were feeling isolated and missed the social interactions that naturally
happen in the office. A common saying was that “social distancing” should be
replaced with “distant socializing.” Given that I manage virtual teams for a
living, my goal was to solve that problem by providing remote workers with a
set of games and activities that would help them stay connected.

Third, I wanted to raise some money for COVID-19 relief efforts. I watched
healthcare workers, first responders, and essential workers risk their own
safety to help others while some of us had the privilege of working from home.
For the first month after the book’s publication, I decided to donate 100% of
the profits from the book to COVID-19 relief work.


https://www.writerontheside.com/how-to-write-a-book-and-help-with-covid-19/

I hope I was able to accomplish all three goals, and if you purchased this book,
[ want to thank you for helping me out with the third.

Stay safe,

Hassan Osman



Introduction

Virtual teams can feel very lonely.

Even before COVID-19, remote employees tended to focus on their own silos.
They didn’t frequently interact with their colleagues in an informal way as they
would in a regular office. Meetings, in particular, often felt very transactional
and dry.

This is one big disadvantage of virtual teams—they lose what’s called the
“water cooler effect” in a regular office where team members bump into each
other in break rooms and talk about things unrelated to work.

Although such minor interactions can seem trivial, their impact is quite
significant on team performance. They have a long-lasting effect on building
trust and improving team morale.

Because of this, leaders should encourage activities that help increase those
team-bonding factors.

Who this book is for

This book is for team leaders who lead remote teams at any organization. It’s
for managers at Fortune 500 companies and for entrepreneurs leading small
businesses.

The activities are designed for virtual teams of (ideally) five or more individuals
that are either just starting out (i.e., in the forming stage of team development)
or have been working together for a while on a collaborative project (i.e., in the
storming stage or beyond).

The activities are especially helpful for teams that interact multiple times
throughout the week using email, instant messaging, video conferencing, and
other collaborative tools.



What you’ll need

Here’s what you’ll need for the activities:

e A collaboration/screen-sharing tool: You’'ll need a tool such as Webex,
Zoom, GoToMeeting, or any other tool that allows you to communicate
with your team. The two features you’ll need are video conferencing and
screen sharing so that participants can see each other as well as what’s
being presented.

e A facilitator: You'll need someone to help moderate and facilitate each
activity. Ideally, this would be you as the virtual team leader, but any
other team member can fulfill this role.

e Dedicated time: You’ll need to dedicate some time either at the
beginning or the end of a regular work meeting. You can also set up a
separate meeting that focuses on the activity.

e [Optional] A Google account: You’ll need a Google account (free or paid)
to access supplementary resources to this guide, such as sample
templates and quizzes. Although those resources are not absolutely
needed, they will save you a lot of time.

That’s it. You don’t need to download any other special applications or tools.

I have intentionally kept things simple because the more you make your team
“work” to play using a new tool or process, the less likely they’ll be excited
about playing.

How are the activities organized?

Each activity is listed on a separate page, and they’re all independent from one
another—you can play any one of them at any given point in time. Simply flip
through this guide and pick one you think your team will enjoy. They’re not
presented in any specific order.

For some activities, I also include variations that help you mix them up and
play in a slightly different way.

To make it easy for you, I provide resources that you can download to save you
time (you’ll need a free or paid Google account to access them). You'll get
sample templates and quizzes for some activities. I also include “How to Play”



instructions on Google Slides so you can explain the rules before you do the
activities with your team. Feel free to use these resources as-is or modify them
to meet your needs.

Finally, I also highlight a few activities that are particularly helpful during a
lockdown. Some of those were played during the coronavirus pandemic and
were really fun for teams who were stuck at home (I marked those as “Great for
lockdowns”).

A quick note

I'll be the first to admit that when I played some of those activities in the past, I
found a couple of them not very entertaining. However, keep in mind that
different people enjoy different things and what’s fun for one team might not be
for another.

A good idea before playing a game is to have your team vote for one. Simply
pick three you like and run a quick poll to ask which one looks most
entertaining. You can also add your own spin to some of those games to suit
your team’s needs.

With that, let’s get started with your first activity!



Activity 1: Little-Known Facts about Me

Time Required

Approx. 25 minutes for a team of 5 (5 minutes per team member)

Resources

e How to play Little-Known Facts about Me (instructions on Google Slides)
e Sample spreadsheet (link to Google Sheets)

Description

The objective of this game is to connect with your team members on a personal
level.

Most virtual team members don’t have a lot of time to mingle or chit-chat, so
this game is great because your team members can open up to each other and
learn about everyone’s background.

Here’s how it works.

First, ask each team member to send you three personal facts about them to
you as the facilitator. Make sure they send you facts that are hard for their
colleagues to guess. If you have a large team, then you’ll probably want to ask
each person for just one fact each so that the game doesn’t take a lot of time.

Each team member should send this information to you privately a few days
before the meeting so you have enough time to consolidate the data. You will
then enter those facts in a spreadsheet in random order.

On the day of the meeting, you can then share the spreadsheet on your screen-

sharing software (Webex, Zoom, etc.) and ask each team member to guess who
that fact belongs to.
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https://docs.google.com/presentation/d/1-ljJVEQ9MqrfdCvpiJqK9Oo7_TMdDNAUjUBnhMq5EaE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1MmqpX3Y-R_qCS-CmZVL2Jm_VjtK6nO2VgMEPdkGiHrM/edit?usp=sharing

The spreadsheet will look something like this (I'm showing only three team
members here for simplicity). Check the resources for a downloadable sample
spreadsheet.

Guesses of <Name 1> Guesses of <Name 2> Guesses of <Name3> Correct Answer

You will then start with “Fact 1” at the top of the sheet by reading it aloud and
asking each of the team members to guess who they think that fact belongs to.

You'll then type those guesses into the spreadsheet while sharing your screen
so everyone can see. Once that row is complete, you’ll move on to fact two, and
SO on.

Note that each person can “guess” their own facts. They can either be honest
about it or pick someone else to throw people off. This makes it even more fun
and competitive.

After filling in all the rows, you’ll then reveal the right answers in the “Correct
Answer” column. And as you go through the right answers, ask the person with
the associated fact to speak about it while you tally up the scores at the bottom
TOW.

The person with the highest score wins a gift card or some bragging rights.
This activity is much more entertaining than it sounds because as you go

through the facts, the guesses by the team are hilarious. And the facts you find
out would reveal quite a bit about each team member’s background.
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