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A small meeting for the week ahead

Enough time to agree the plan, then get on with Sunday.
Use the agenda as a guide. Leave bigger conversations for a separate time and finish with named owners.

Week of Who is here / finish time

Allow about 2 minutes for changes, 3 for transport, 3 for dinners, 3 for tasks and 2 for next steps.

Discuss Decision Owner By when

What changed?
Pickups / handoffs
Dinners
Preparation tasks

Needs more time

One thing everyone should know
Where the plan will live

Our next check-in

Make it your own. More tools at textkaia.com/blog



