
1. Schedule WEEKLY Check-In Meetings
2. Send a Recurring Meeting Invite
3. Attach a Standing Agenda
4. Take Notes During the Meeting
5. End Meeting with Tasks + Deadlines for everyone
6. Follow-up Meeting with Messaging
7. Add Tasks + Deadlines to Project Management Software
8. Send a Weekly Recap Email to proACTively Communicate Expectations
EXAMPLE: Client Check-In Agenda
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1.1 Meeting duration: 15 mins; 30 mins; 45 mins; 60 mins

2. Send a Recurring Meeting Invite

1. Schedule WEEKLY Check-In Meetings



3. Attach a Standing Agenda

4. Take Notes During the Meeting

6. Follow-up Meeting with Messaging

5. End Meeting with Tasks + Deadlines for Everyone

6.1 Email with Tasks + Deadline 
6.2 Clarify Differences ProACTively

4.1 Add notes directly into your agenda document

4.2 Record the meeting with Fathom (optional)

3.2 EXAMPLE:

5 minutes: Connect as Humans 
5 minutes: What did you do last week?  
5 minutes: What are you working on this week?  
5 minutes: What’s holding you back from being
successful? What other input or information do you
need to move your project(s) forward?
5 Minutes: Next Steps + Tasks + Deadlines 

3.1  Google Calendar New Google Doc Select “Meeting Notes”→ →



7. Add Tasks + Deadlines to Project Management Software

8. Send a Weekly Recap Email to proACTively Communicate Expectations 

8.1 Recap status of week’s projects

7.1 Monday + ClickUp + Notion 

7.2 Either for your own tracking or team tracking

8.2 Use bullet points and icons – – for speed and clarity✅🚧🛑



EXAMPLE: Client Check-In Agenda




