Virtual First: Communication Kit

Documented agenda

Use this worksheet to create and socialize a
documented agenda before your next meeting

Topic:

Date:

Attendees:

Async updates/pre-reads

Overview of why this topic is important Links or context

Allocated silent read time as needed

3d’s = important decisions, debates, and discussion

Stuff to talk about Stuff we actually talked about Let's get this done @emailaddress; add due
date
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