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Executive Preference Profile
How this executive likes their week to run, written down once so nobody has to guess and any tool you
add later starts from the truth.

E X E C O P S . A I

Executive

Prepared by

Date

M E E T I N G  D E F A U L T S

Default length

Buffer between meetings

Max meetings per day

Best hours for deep work

Best hours for meetings

P R O T E C T E D  T I M E

Blocks that never move without the executive saying so. Name each one and when it happens.

1.

2.

3.

T R A V E L  R U L E S

Preferred airlines and seats

Hotel preferences

Never book

P E O P L E  W H O  A L W A Y S  C O M E  F I R S T

Requests from these people get scheduled even when the week is full.

1.

2.

3.

H O W  T H E Y  L I K E  T O  B E  R E A C H E D

Urgent

Normal

Never interrupt for
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