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To each there comes in their lifetime a special moment,
  
when they are figuratively tapped on the shoulder and offered the chance to do a 
very special thing, unique to them and fitted to their talents. 

What a tragedy if that moment finds them unprepared or unqualified for that 
which could have been their finest hour.

         
 - Winston Churchill



Ready in your special moments?



Calm in your special moments?



Thoughtful in your special moments?



Manage things, lead people



Manage knowns, lead through unknowns



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



Confident Humility

I don’t know how to do this, but I’ll figure it out.



45 Elegantly Simple Clarity Docs
1 ⇢ annual events blueprint

2 ⇢ monthly events doc (who will do what by when?)

3 ⇢ monthly agenda 

4 ⇢ a quick ongoing agenda

5 ⇢ traffic light document



1. Annual Events Blueprint



This Photo is licensed under CC BY-SA

http://wiobyrne.com/creativity/
https://creativecommons.org/licenses/by-sa/3.0/


Meeting About Meetings
     



An Annual Meeting About Meetings



An Annual Meeting About Meetings



An Annual Meeting About Meetings



An Annual Meeting About Meetings



Annual Meetings and Events



How could you use the Sheets’ monthly doc?  



2. The Monthly Events Doc



Who Will Do What by When?











delete

delete

delete





Clarity precedes competence 



How could you use the Sheets’ monthly doc?  



3. The Monthly Agenda
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BF AprilBF September Time Block













Meetings done well = fewer email.
 

Email done well = fewer meetings.

                                                                  



Protocols and Planning



Protocols and Planning



if this, then that



For example, 
⇢ the principal will share an agenda by Friday 3 pm for faculty 
meetings held on Wednesday at 3 pm. 
⇢ the faculty commit to watch videos, read attachments, and 
come prepared to discuss.

Agendas shared 3 working days ahead



⇢ We send work emails between 8am and 5pm from Monday to 
Friday, unless it is an emergency or requested.

⇢ Emails with a delayed send are timed between 10am and 2pm.

⇢ Email sent by 5pm will be read by 1pm the following workday. 

⇢ Reply All is used only when requested by the sender. 

Email Protocols



Will they do it?



How could you use the Sheets’ meeting doc?  



4. A Quick Ongoing Agenda













5. Traffic Light Document



Harmony









Elegant Simplicity











How might you use a doc like this?
What might you put on a ‘traffic light document’?



Time Block & Add a Tab Group



But wait … there’s more!
Let’s jump into Chrome …

Add docs to color groups & pin tabs
(and use ctrl/cmmd + 1,2,3, etc.)



NEW in March!



Save groups AND smoothly across devices!









Click to edit Master title style





Thank you!
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