PARETO TALENT BOOTCAMP - DAY 9

INBOX, CALENDAR & CONTRACTS -

ABDELHAKIM BOUKEFFOUSSA

HOMEWORK

"Make sure it's all correct.”
It wasn't. Seven times.

Kasim asked me to send James the final contract. Before sending, | checked every term

against the thread. The draft had 6 errors, and the change everyone agreed to rested on a

wrong date. Here is the reply, the corrected contract and the booking link.

s
THE THREE LINKS

coNTRACT  Corrected contract (Google Doc, changes highlighted)
BoOKING  Kickoff Call booking page (Google Calendar)
ALL work  All my bootcamp homework, one link

WHAT THE HOMEWORK ASKED, AND WHERE IT IS

ASKED

DONE

PAGE

Review the thread and the draft, find every
discrepancy

Draft the reply to Kasim and James with the
corrected contract

3-4 sentences on what you caught and why it
matters

Your own Google Calendar booking link, inside the

reply
Sort a real inbox with Shortwave: before / after
Links or screenshots of the Al chats used

Bonus: SOP for a Google Calendar booking page

DAY 9 - CONTRACT REPLY

7 issues + 1 process gap, each traced to the email that 2

proves it

Slack to Kasim first, then the email to James (cc Kasim+ 3

legal)

The explanation

Live booking page, set up for Kasim's time zone

Shortwave Al on my inbox: 11 threads done, 1 to-do
How Al was used, step by step

15 steps written to Kasim, with a final check
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https://docs.google.com/document/d/1VXAtbQuaF0ad_2qZuaLZDs996gDfrA115n7CfQ9yYwk/edit?usp=sharing
https://calendar.google.com/calendar/appointments/schedules/AcZssZ3K2alw_S2LjEiiN7bmYqNJJ4SRQWszKcn74nRgQyZ4irTYlmhCgvhDZzKV_NTprD1fGmW645oE
https://ghostdz741.github.io/pareto-talent-homework-kim/
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1. What | caught

Every row is checked against a written email (E1-E8), not against memory. The weekdays were checked on a 2026 calendar.

#  WHERE DRAFT SAYS AGREED IN WRITING RISK IF SENT AS-IS
1  Thread, E7 James: "June 1stis a June 1, 2026 is a Monday. June 3 The "fix" moves the kickoff off the Monday
Sunday" is a Wednesday James wanted
2 §4 Deliverables  Eight (8) blog posts 10 posts (E3, E4, E8) Scope dispute, unpaid extra work
3 82Term June 1 - Aug 31 June 3 - Sept 3 (E7, E8) Wrong term, wrong completion date
4  §3 Payment 2 Due Aug 1 "(Month 2)" 25% "at month 2" (E2-E4). Aug 1is a Saturday, and on the draft's own
"Month 2" is never defined June 1 term it is day 1 of Month 3. A

payment date that contradicts its own label
gets paid late or argued about

5 §6 Reporting Monthly reports by the Bi-weekly (E3, E4); 84 also says bi- The contract contradicts itself

5th weekly
6 §5 Client duties  Brand assets: no date LinkedIn access and brand assets  The agency can't start on time, with no
by May 20 (E3, E4) leverage
7  Openingline "Entered into as of June 1, 45% is due "upon contract The effective date falls after the first
2026" signing" payment is due
Plus one process gap Judgment calls | flagged, not guessed
Kasim's Slack says "James confirmed everything on our Month 2: | set July 3, the first day of Month 2 on the
call this morning", but there are no call notes. new term, and asked Kasim to confirm. End date: June
Anything said on that call could change the terms, so | 3 - Sept 3 is 3 months and one day (Sept 2 is exact). |
check with Kasim before anything goes to the client. kept Sept 3 because Kasim wrote it to James (E8);

changing an agreed date silently is worse than one

extra day.

HOW THE CORRECTED CONTRACT SHOWS THE CHANGES

Every corrected line is highlighted in yellow, so legal and James can see exactly what changed from the April 1 draft. The
highlights come off before signature. Total, split and ad budget are unchanged: $27,000 (45% $12,150 - 25% $6,750 - 30%
$8,100), $15,000 LinkedIn budget billed to the client.
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2 - The reply: Kasim first, then James

SL

ACK TO KASIM - THU APR 9, 2:35 PM MST

Hi Kasim, final contract for James is ready. Three quick checks before | send:

1. Start date. James asked to move to June 3 because "June 1st is a Sunday." June 1, 2026 is actually a Monday (June 3is a
Wednesday), so the change moves the kickoff off a Monday. I've built the contract as you agreed in writing (June 3 - Sept
3), and my email gives James a one-line option to go back to June 1 - Aug 31.

2. This morning's call. | don't have notes from it. Did anything change (price, scope, dates)?

3. Payment 2. The draft says Aug 1 "(Month 2)", but Aug 1 is a Saturday and isn't in Month 2 on the original term. | set July
3 (first day of Month 2). Tell me if you meant the end of Month 2.

Unless you tell me otherwise, I'll send it at 4:00 PM. | also fixed 4 more things in the draft (10 posts, bi-weekly reporting,
brand-asset deadline, effective date). Full list in the email.

EMAIL TO JAMES - CC KASIM@FREEDOMMARKETING.COM, LEGAL@QFREEDOMMARKETING.COM

4 N
Subject: Final contract: CloudSync x Freedom Marketing (ready to sign)
Hi James,
Following your call with Kasim this morning, here is the final contract with every term we agreed on: corrected contract
(Google Doc)
What changed from the April 1 draft:
1. Blog posts: 10 SEO-optimized posts (the draft said 8).
2. Term: June 3 - September 3, 2026 (was June 1 - August 31).
3. Payment 2 (25%, $6,750): due July 3, 2026, the first day of Month 2. The draft said August 1, a Saturday, which on the
original June 1 term is the first day of Month 3.
4. Reporting: bi-weekly performance reports throughout. Section 6 of the draft still said monthly.
5. Brand assets: guidelines, logos and approved messaging now due May 20, 2026, together with LinkedIn Ads access, as
you confirmed on March 25.
6. Effective date: the date of the last signature, since the first payment is due on signing.
Unchanged: $27,000 total (45% $12,150 on signing - 25% $6,750 - 30% $8,100 on completion), $15,000 LinkedIn ad budget
billed directly to your ad account, 3 LinkedIn campaigns, weekly 30-minute strategy calls.
One thing to double-check: you mentioned June 1 is a Sunday, but June 1, 2026 is a Monday. If a Monday kickoff is still the
goal, we're happy to go back to June 1 - August 31 (Payment 2 on July 1). Just reply "June 1" and I'll send that version the
same day. Otherwise, this version is ready to sign.
To lock in the kickoff call, pick any time that works for you here: Kickoff Call booking page
Best regards,
Abdelhakim Boukeffoussa - Executive Assistant to Kasim Aslam - Freedom Marketing
_ )
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https://docs.google.com/document/d/1VXAtbQuaF0ad_2qZuaLZDs996gDfrA115n7CfQ9yYwk/edit?usp=sharing
https://docs.google.com/document/d/1VXAtbQuaF0ad_2qZuaLZDs996gDfrA115n7CfQ9yYwk/edit?usp=sharing
https://calendar.google.com/calendar/appointments/schedules/AcZssZ3K2alw_S2LjEiiN7bmYqNJJ4SRQWszKcn74nRgQyZ4irTYlmhCgvhDZzKV_NTprD1fGmW645oE
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3 - Why it matters

The most dangerous issue wasn't in the contract. James asked to move the start date because "June 1st
is a Sunday," but June 1, 2026 is a Monday, so the change everyone agreed to would move the kickoff
away from the Monday he wanted. The contract also missed or contradicted six agreed terms, and as
drafted, Kasim's biggest client would have signed a $27,000 contract that contradicts itself, with a
$6,750 payment due on a Saturday outside the month it names. So | checked with Kasim first, then sent
James a version that matches every written term, with a one-line choice on the date so nothing gets
decided by mistake.

4 - The booking link

SET UP THE WAY IVAN SHOWED

@ Hakim B Kickoff Call: CloudSync x Freedom Marketing Google Calendar
calfor the Freedom Marketing Linkedin campaign (June 3 - Sept 3, . .
2029, Win Kasim A, CEO of reedom Markeing el cofrm e uncn il ke A cces o 30 min k|ckoff, Goog]e Meet added
on booking
. . e g e a Mon-Fri 9-5 Arizona time (Kasim's,
ctubre 2026 PN = 5 - = 5 -
e (s ) (o ) (oo ) oo ) MST, no DST). Each guest sees their
008 saopm ) (_waoem ) (_rvaoem ) (1o ) own zone: no "your time or mine?"

roopm ) ( zaopm ) ( za0em ) 220m )

;;;;;;; (" 7a0om ) ( szoopm ) ( zoopm ) 3:00pm

e 14-day window, 24 h notice
° 10-min buffer, max 3 calls a day

e Guests can't add people; the
description says what the call covers

The public booking page, as James sees it. The slots show in the viewer's time zone (here, Argentina: 9 AM Arizona = 1 PM).
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5 - Shortwave: a real inbox, before and after

Shortwave (free plan) on my own Gmail. | clicked "Organize my inbox" and let the Al propose batches, then reviewed every

batch before accepting it.

Primary

Good afternoon! Want the Shortwave Al to organize your inbox?

Aurora de Tiendanube Si tu marca fuera una persona... ;c... E e ] Updates
Shortwave Team Welcome to Shortwave

Google Alerta de seguridad

§ Pareto Talent Homework Submission Confirmation

Rumble Cybersecurity Girl: Here’s how to c...

ClickUp Team You're invited!

EverydaySpy The risk you can't see is the one t... 5

Rumble Tate Speech by Andrew Tate: Getti...

=
Primary

Batch 4: Starring the remaining important email Good evening! Want the Shartwave Al to organize your inbox?

Star 1 thread?

Pareto Bootcamp - Homework & Final Project 2

What's next? You have 2 tasks due today for your Final J Grok Five things to make with Grok Im... 5 5:19 PM
Project according to your ClickUp notification. Would you

like me to help you review what those specific tasks are. or Shortwave Team ¥ Initial import complete - here’s what's_.. 458 PM

would you prefer to check them directly in ClickUp? _
= - J Pareto Talent Bootcamp  You've been mentioned in a comm... € es Yesterday

noreply@donotreply.ac.. Login security code Yesterday

Avast: Scanned

1 Promotions Trash 8 promo / low-quality threads Marked Done instead of Trash. Archive is not
delete (Ivan's rule): out of the inbox, still

searchable.
2 - FYI Trash 3 system notices Done, same reason. Security alerts stay findable.
3 - Actionable A to-do: "Pareto Bootcamp - Homework & Final  Accepted. The two emails that need action now
Project" sit in one to-do at the top.
4 . Star Star an old login code Skipped. A one-time code isn't important;

starring it adds noise.

Result: 11 threads out of the inbox, 1 to-do with everything bootcamp-related, nothing deleted. The "99+" is older mail; the
next step is lvan's cutoff archive (everything older than 30 days), which I'd agree with the founder first.
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6 - How Al built the reply

One Al (Claude), used as a checker, not as a writer of facts. Every claim it made was verified against the
thread before it went into the reply.

° Read everything first. Claude got the full thread (E1-E8) and the draft contract, and listed every term with the email
that agreed it.

e Diff, not summary. Each clause was compared with the last email that changed it, flagging anything different,
missing or contradicting another clause. That produced issues 2-7. Where a term was ambiguous ("Month 2"), the

decision went back to Kasim, not to the Al.

e Check the facts nobody checks. The weekday of every date in the thread was computed for 2026 (June 1, June 3,
July 3, Aug 1). That's how the Sunday claim fell apart (issue 1).

o Draft in the right order. A Slack to Kasim first, with only the two things he must decide, then the email to James.

Edited for tone: short, no blame, one clear choice.

° Stress test. The draft was read as James's lawyer would read it. That added the effective-date fix and the one-line

"June 1" option.

What | didn't let Al decide

Which start date to use, and whether to send before Kasim answered. Those are Kasim's calls, so the Slack asks him,

and the email gives James a choice instead of guessing.

SCREENSHOTS OF THE Al CHAT

Screenshots of the chat are attached to my #Homework post.
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BONUS

7 -

SOP: a booking link in Google Calendar, in 5 minutes

For: Kasim Aslam - From: Abdelhakim, EA - Tool: Google Calendar (any Google account). One purpose per link: "Kickoff call"

and "Weekly check-in" are two links with two durations.

00606000006 00000

Open Google Calendar — left sidebar — Booking pages — + (or Create = Appointment schedule).
Title it the way the client will read it: "Kickoff Call: CloudSync x Freedom Marketing".

Duration: 30 min kickoffs, 15 check-ins, 45 sales calls.

Availability: Repeat weekly, Mon-Fri, your real hours.

Time zone: Phoenix, Arizona (GMT-7). The step that matters most. Skip it and the slots follow whatever zone the

calendar opened in.

Scheduling window: max 14 days ahead, minimum notice 24 hours.

Booked appointments: 10-min buffer, max 3 a day, uncheck "Guests can invite others".

Calendars: keep "Avoid scheduling conflicts" on, so existing events block slots. Click Next.

Location: Google Meet. Each booking gets its own link.

Description: 2-3 lines on what the call is for and what to bring. It shows on the page and in the confirmation.
Booking form: name and email. Add a question only if you'll use the answer.

Reminders: leave the email reminder on. It cuts no-shows. Save.

Copy link from the booking page in the sidebar. Open Preview first: right hours, right zone?

BEFORE YOU SEND IT

1 Opens in an incognito window, no login [ A test booking from a second email has a Meet link (then cancel it) [ Slots

only inside real hours, with buffers and the daily cap. In the email, the link closes the conversation: "pick any time that works

for you here". Never "your time or mine?"
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