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Are your meetings 
filled with déjà vu?

🤔 Didn't we talk about 
this last year?

🤔 Do we have to talk 
about this every year?
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April Meeting
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The Scene
ü Scheduled 3:30 – 4:30 pm
ü The time is 4:23 pm and Anna has a question … 



Anna: I wonder if we can talk 
about the Winter Carnival last 
month (March)? 

I LOVED the activities, but the 
snowman contest really 
would’ve been so much better 
with some snow. 

Can we talk about moving the 
date to January? This is the 2nd 
year in a row without snow.
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Principal Mike’s inside 
voice: 

Anna is soooo good,
AND positive like a proton, AND 
this makes perfect sense, AND 
Susan asked the same question 
last year… 

but it’s 4:23 pm and only April!
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Some of the 
best ideas …
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… show up at the 
most inopportune times



All Eyes Are Upon You

Will you choose 
the Genius of AND 
or 
the Tyranny of OR ?
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How do I capture the best of my 
staff  AND get us out on time?

This Photo is licensed under CC BY
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How might Mike be able to choose the Genius of AND  
(and avoid the Tyranny of OR)? 



Are you preparing or repairing?
You should never go to a meeting or make a telephone call 
without a clear idea of what you are trying to achieve.
                                           - Steve Jobs
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Bring Forward Paper

Wendy, Pls BF Nov 14



Bring Forward November 14
• Future Task/Meeting/TTD …
• Write BF, Name and Date
• Secretary/Assistant creates a time block
• Secretary/Assistant brings item forward





Bring Forward with Time Block
• Future Task/Meeting/TTD …
• Write BF, Name and Date
• Secretary/Assistant creates a time block
• Secretary/Assistant brings item forward



Recurring Bring Forward
• Future Task/Meeting/TTD …
• Write BF, Name and Date
• Secretary/Assistant creates a time block
• Secretary/Assistant brings item forward

Wendy, Pls BF every Nov 14 for the next 3 years

202620252024





 

How we do one thing is how we do everything.



Bring Forward Email





How could you use a bring forward system? 



Anna: I wonder if we can talk 
about the Winter Carnival …
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Will Mike …

⇢ choose the Genius of AND or the 
Tyranny of OR?

⇢ encourage and capture ideas? 

⇢ prevent meeting déjà vu?

Photo by ahmad gunnaivi on Unsplash
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Carry Your Weather
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Principal Mike Responds
1. Does everyone understand Anna’s question?
Should we discuss this in a future meeting?  
When would it be best to discuss this?
Anna, would you be willing to prep a bit with me 
a couple weeks before our meeting in 
September?
Rylee (Secretary), can you put this in our agenda 
and BF to Anna and me, and carve out 30 
minutes for me to stop by and see Anna in her 
room? 
Oh, and Wendy, we better check on any changes 
we make in next years April staff meeting. 
 

Anna



Principal Mike Responds
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Principal Mike Responds

1. Does everyone understand?
2. Should we discuss this in a future meeting?  
3. When would it be best to discuss this? 

(September)
Anna, would you be willing to prep a bit with 
me a couple weeks before our meeting in 
September?
Rylee (Secretary), can you put this in our 
agenda and BF to Anna and me, and carve out 
30 minutes for me to stop by and see Anna in 
her room? 
Oh, and Wendy, we better check on any 
changes we make in next years April staff 
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Principal Mike Responds
1. Does everyone understand?
2. Should we discuss this in a future meeting?  
3. When would it be best to discuss this?
4. Anna, would you be willing to prep a bit with 

me a couple weeks before our meeting in 
September?  (Anna: Of course!)

Wendy (Secretary), can you put this in our 
agenda and BF to Anna and me, and carve out 
30 minutes for me to stop by and see Anna in 
her room? 
Oh, and Wendy, we better check on any 
changes we make in next years April staff 
meeting. 
 



There’s something special 
about feeling special.



Principal Mike Responds
1. Does everyone understand?
2. Should we discuss this in a future meeting?  
3. When would it be best to discuss this?
4. Anna, would you be willing to prep a bit 

with me a couple weeks before our meeting 
in September?

5. Wendy (secretary), can you put this in our 
agenda and BF to Anna and me, and carve 
out 30 minutes for me to stop by and see 
Anna in her room? 

6. Oh, and Wendy, we better check on any 
changes we make in next years April staff 
meeting. 
 



Wendy

BF September Time Block





Principal Mike Responds
1. Does everyone understand?
2. Should we discuss this in a future meeting?  
3. When would it be best to discuss this?
4. Anna, would you be willing to prep a bit 

with me a couple weeks before our meeting 
in September?

5. Wendy (secretary), can you put this in our 
agenda and BF to Anna and me, and carve 
out 30 minutes for me to stop by and see 
Anna in her room? 

6. Oh, and Wendy, we better check on any 
changes we make in next year’s April staff 
meeting. 
 



BF April

Wendy

BF September Time Block
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What do you like about how Mike handled 

Anna’s inopportune question? 



Build a Remarkable 1:1 Meeting System
with 20-Minute Check-ins and Seasonal Menus!

CUE ‘24
AUBREY PATTERSON 
@PATTERSONAUBREY

Today@10:05AM



Are you preparing or repairing?
Make time for planning; 
Wars are won in the general’s tent.
                                               - Dr. Stephen R. Covey
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Sheets or Excel for Agendas?!?



BF AprilBF September Time Block













An Annual Events Planner



An Annual Events Planner



An Annual Events Planner







Elegant Simplicity
So well-designed, it’s appealing. 
So simple, everyone can understand it right away. 



Ready in your special moments?
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Click to edit Master title style



Thank you!
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