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1. Gmail Calendar

1.1 open your Gmail calendar:

Your favorites

V4
) o (R 13

Account Drive Business ...
Gmail YouTube Gemini
G |\ 8
Maps Search Calendar

B &

News Photos Meet

B 3
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1.2 now, go to your name on the left, and click on the settings (3 dots), then, click on share.

4 PM
Booking pages +

5PM
My calendars ~

Hannes Ulbricht @ Display this only

4 Birthdays -
. | g ( Settings and sharinﬂ

B4 Tasks

o0 000
Other calendars + 900000
000000
0900000

Holidays in Germany +

Feiertage in Deutschlai

10 PM

1.3 here, you can now share your calendar with team mates.
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Calendar settings

Marne

Hannes Ulbricht

Description

Time zone

(GMT+02:00) Central European Time - Berlin

g ™
|  Set my primary time zone |
S A

Owner
Hannes Ulbricht

|';’.- -l\'n
| Exportcalendar |
e S/

Learn more about exporting your calendar

Shared with

iﬂf Hannes Ulbricht (Owner)

feldfeste@gmail.com

' ™
| + Addpeople and groups |
- A

"

Learn more about sharing your calendar with someones

Access permissions for events

1.4 Select the persons to share with, and click on “send”.
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Share with specific people

I " hannesulbricht821@gmail.com X i.D_I

Add email or name

Permissions

See all event details

-
e

1.5 Add meetings, and share them.
Now, your specific schedule should look somewhat like this:

Tody ) < > July2026 Qo = &
19 20 21 @ 23 24 25

GMT+02
AN

3IPM
4PM

+
seum
1PM

1.6. Example: my calendar looks like this:
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19 20 21 @ 23 24 25
Work Work Work Work

B:15em - 6pm B:15am - 6pr 815am - 6p &1 o Work Kids Chinese
ADarn - 3 £30-10308m

Propara Weakly & Hannes CA Work
730 - 10pm

you can find my calender here:
https://calendar.google.com/calendar/embed?src=feldfeste%40gmail.com&ctz=Euro

pe%2FBerlin

2. Regular Team Meetings

Regular Team meetings happen friday at workdays 4 to 5 or sometimes 6pm of central
european time. Also, notice, we have central european summer time, there is 1 hour of time
shift between winter and summer.

Here we summarize the week’s progress from the last week, show each other, gather
feedback and plan the tasks for the upcoming week. Also, we make decisions together.

3. 1:1 Meetings

Personal topics belong into the 1:1 meeting. This is quasi to settle individual work contract
details, current work circumstances and anything that is perhaps not interesting for the whole
team. As it stands, the 1:1 can happen bi-weekly or once per month.
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