
Weekly Executive Brief 
Weekof: 

Top Priorities 

Outstanding Tasks 

Upcoming Meetings 

Waiting For Responses 

 Topic  Decision  Owner

Person

Person

Person

Person

Person 

 Status 

Not started

In progress

Blocked

Approved

Calendar event

Calendar event

Date

Date

Person 

Person 

Add action item

Add action item 

 Add action item 

Add action item 

 Add action item 

Add action item 

 Add action item 

Add action item 

Person

Person 

Person

Person 

Person

Person 

Person

Person 

Important Updates 

Next Weeks Priorities 

Issues Requiring Attention 

 Topic  Decision  Owner

Person

Person

Person

Person 

 Status 

Not started

In progress

Blocked

Approved
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