Triple Hat Trick for Week _____

Hand-write this page every week to reinforce your commitment

[image: image1.bmp]3 Agendas for This Week

Meetings you schedule to convey your message/request/issue

	Status
	With Whom?
	Topic / Message

	[image: image21.png]



	
	
	

	[image: image2.bmp]
	
	
	

	[image: image3.bmp]
	
	
	


[image: image19.png]


3 Tasks for This Week

Most critical must-do tasks

	Status
	[Project] Task
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3 Tasks/Projects to Delegate

Clean handoff of ownership on key tasks/projects

	Status
	[Project] Task
	Owner / 
Follow Up Date
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