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The Weekly
Cadence
Starter

Keep execution aligned without
extra meetings




No Rhythm, No Alignment

THE PROBLEM THE ROOT CAUSE

Most businesses run on ad hoc communication. Someone The problem is not that people are not working. The
finishes a task and sends a message. Someone else has problem is that there is no rhythm. No predictable

a question and schedules a meeting. Work happens, but cadence for check-ins, updates, and escalations.

no one knows if it is on track until it is too late.
Without a cadence, every update becomes a meeting.

wasted per week on unnecessary meetings and status updates

This guide gives you a 15-minute weekly cadence setup that replaces ad hoc status updates with
predictable check-ins.
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The 3-Point Weekly Rhythm

Monday: Week Start

Top 3 priorities for the week, blockers or risks,
support needed

15 MINUTES

Wednesday: Pulse Check

On track to hit priorities? What changed? What
needs escalation?

10 MINUTES

Friday: Week Close

What completed? What did not (and why)? Top
3 priorities for next week

15 MINUTES

Not everything waits for the next check-in. Escalate immediately for: client-facing errors, deadline risks, blockers unresolved for 24+ hours, quality checkpoint failed

twice, tool/system outages.
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Install a Weekly Cadence in 15 Minutes

6-STEP PROCESS

Choose your cadence days (Monday, Wednesday, Friday

recommended)
Keep it to 10-15 minutes. If it takes longer, you are covering too much.

Set the time for each check-in (same time every week)

Choose the format (async written update or quick call)
Run the cadence every week. No exceptions. Consistency builds trust.

Define what to cover in each check-in (use the template)

Train the team on the cadence (10-minute walkthrough)
Check-ins are for status updates and escalations. Problem-solving happens offline.

Run the cadence for 4 weeks (no exceptions, build the habit)

Record outcomes in your project management tool or CRM. Build an audit trail.
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Ready to Keep
Execution Aligned?

Unlock the Full Playbook

Get the complete Weekly Cadence Playbook with KPI
dashboard templates, escalation workflows, and
continuous improvement loops.

Unlock the playbooks library -

Book a Strategy Call

| will review your specific workflows, identify your top 3
alignment issues, and show you exactly how | would install
a weekly cadence.

Book your 30-minute call -

About Remotee

| help Australian businesses keep execution aligned by building predictable weekly cadences. | do not just

place people. | build the systems, train the team, and give you ongoing support.

remotee.com.au


https://remotee.com.au/guides
https://calendly.com/d/csm3-tfg-3pr/remotee-booking-link

