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My Meeting Notes & Actions

Decide clearly. Follow through visibly.
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WEEK 1

M eeting Week

Prepare only what the conversation needs, then keep decisions, owners, and follow-through easy to retrieve.

DECISION NEEDED PEOPLE / CONTEXT FOLLOW-THROUGH RISK
MON PREPARE / MEET / ROUTE ACTIONS MEETINGS TO PREPARE
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TUE PREPARE / MEET / ROUTE ACTIONS
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DECISIONS PENDING

WED PREPARE / MEET / ROUTE ACTIONS
3
THU PREPARE / MEET / ROUTE ACTIONS
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ACTIONS DUE
FRI PREPARE / MEET / ROUTE ACTIONS
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SAT PREPARE / MEET / ROUTE ACTIONS
PEOPLE TO UPDATE
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SUN PREPARE / MEET / ROUTE ACTIONS
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MEETINGS

M eeting System

Define which meetings deserve time, what each format is for, and when another channel is better.

MEETING TYPES DECISION AUTHORITY

REQUIRED PARTICIPANTS USEFUL CADENCE

ASYNC ALTERNATIVES CANCELLATION RULE
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ACTIONS

M eeting Notes

Capture context, discussion, decisions, and open questions without attempting a transcript.

MEETING / DATE / PEOPLE PURPOSE / DESIRED OUTPUT
CONTEXT / EVIDENCE DISCUSSION NOTES
DECISIONS OPEN QUESTIONS
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