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Clarity of

Time Blocks 30 Min Meetings
HVA/LVA

ONE HOUR

30 min
meeting

20 min post
meeting high value
activities

1. Clear purpose

2. Clear agenda

3. Clear action
points

. Meeting debrief

. Do meeting actions

3. Schedule deep-work
from meeting

. Communicate any
actions with your team.

5. Capture any other

follow-up
6. Set-up for next
meeting

N

77/

10MIN | 4
BUFFER

www.andyfellgift631.com


https://www.andyfellgift631.com/

