PRODESK VA
Executive Schedule & Travel Itinerary
Prepared for: Alexandra Thornton, CEO — Thornton Group Ltd
Week of 14–18 July 2025   |   Prepared by: ProDesk VA   |   Confidential

WEEKLY EXECUTIVE SCHEDULE
All times are GMT unless noted. Virtual meetings include Zoom link in calendar invite. Room bookings confirmed.
	Day
	Time
	Meeting / Event
	Location
	Notes

	Monday
	08:00–09:00
	Team Stand-Up
	Zoom
	Review KPIs, blockers, weekly priorities

	Monday
	09:30–10:30
	Board Prep Meeting
	Conf Room A
	Q3 financials review with CFO

	Monday
	14:00–15:00
	1:1 with Head of Product
	Office
	Roadmap alignment

	Tuesday
	08:30–09:30
	Investor Relations Call
	Zoom
	Quarterly update — UK investors

	Tuesday
	10:00–11:30
	Strategy Session
	Conf Room B
	FY2026 planning

	Tuesday
	15:00–16:00
	Team HR Review
	Office
	Performance cycle Q3

	Wednesday
	09:00–10:00
	External Partner Meeting
	Client HQ
	Partnership agreement review

	Wednesday
	12:00–13:00
	Working Lunch
	Boardroom
	Key client — TechNova Ltd

	Wednesday
	16:00–17:00
	Media Interview
	PR Office
	Forbes feature — prep notes sent

	Thursday
	Travel Day
	London → New York
	Heathrow T5
	Depart 10:30 — BA178

	Thursday
	17:30 (EST)
	Airport Transfer
	JFK
	Car booked — Ref #LUX4482

	Thursday
	19:30 (EST)
	Hotel Check-In
	The Lotte NY Palace
	Conf. No. PRK-20291

	Friday
	09:00–10:30
	NYC Client Breakfast
	The Palm Court
	Summit Capital — James Harlow

	Friday
	13:00–14:30
	Partnership Summit
	Midtown Conference Ctr
	Keynote panel — confirmed

	Friday
	18:00
	Evening Dinner
	Per Se, Columbus Circle
	Res. under: A. Thornton, 4 guests



TRAVEL ITINERARY — LONDON TO NEW YORK
Travel arranged by ProDesk VA. All bookings confirmed. Documents and e-tickets forwarded to executive inbox.
	Segment
	Date
	Location / Route
	Time
	Details & Confirmation

	Departure
	Thursday
	Heathrow Terminal 5
	10:30 GMT
	BA178 — Economy Plus, Seat 14A

	Arrival
	Thursday
	JFK International, New York
	13:45 EST
	On-time — customs pre-cleared

	Transfer
	Thursday
	JFK → The Lotte NY Palace
	14:30 EST
	Black car booked — Ref #LUX4482

	Hotel
	Thu–Sat
	The Lotte NY Palace, Manhattan
	Check-in: 15:00
	Conf. No. PRK-20291 | King Suite

	Return
	Saturday
	JFK Terminal 7
	19:00 EST
	BA179 — Seat 12A | Arrives Sun 07:10 GMT



KEY CONTACTS
	Role
	Name
	Email
	Phone

	PA / VA
	Priscilla Hanson
	hello@prodeskva.co.uk
	+44 7700 900123

	EA Office (NYC)
	Sarah Kimball
	s.kimball@thorntongrp.com
	+1 212 555 0144

	Hotel Concierge
	The Lotte NY Palace
	concierge@lottenypalace.com
	+1 212 888 7000

	Car Service
	LuxTransfer UK
	bookings@luxtransfer.co.uk
	+44 20 7946 0321
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