
P R E - B R I E F  ·  V E R S I O N  2 A U S T I N  A R N O L D

Meeting prep, done for you.
About two hours a week, back.
Notes file themselves, then get read. Thirty minutes before the next conversation, the context
comes back as a written brief. Nobody types anything.

~2 hrs
of prep time returned
every week

30 min
before every call,
in Slack or email

0
rows typed
by hand

Ten minutes of digging per meeting, across a twelve meeting week.

D E L I V E R E D  T O  S L A C K  A N D  E M A I L  ·  3 0  M I N U T E S  B E F O R E SAMPLE

Marcus Chen
Founder · Halden Systems · Investor relationship

Today, 10:00 AM
Weekly 1:1

W H E R E  Y O U  L E F T  O F F

You agreed to restructure the pricing tiers before the board meeting. He is waiting on the revised deck from you.

O P E N  C O M M I T M E N T S

You owe · Revised pricing deck · due Fri Aug 21
You owe · Updated discount policy · due Sep 2
He owes · Intro to the Series B lead · due Aug 25

S U G G E S T E D  TA L K I N G  P O I N T

Open with the pricing deck before he asks. It is due Friday and it is the one thing blocking his board prep.

T W O  V E R S I O N S ,  O N E  P R O B L E M

V E R S I O N  1

The notes got organized
V E R S I O N  2

The prep comes to you

Runs entirely inside your own Google account. No server, no third party, nothing to ask IT for. The AI is
optional: without a key the brief still sends, with the talking point built from your open commitments.

AUSTINARNOLD. IO

GOOGLE APPS SCRIPT

Filed 1:1 notes into per-person folders

Ended the one massive unsorted folder

You still had to go read them

Written brief 30 minutes before the call

Commitments tracked in both directions

Every optional piece degrades, never breaks


