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AGENDA / MINUTES
MEETING: _Your Team_  
FOCUS: _________
DATE: _________  TIME: ________

ZOOM LINK:
Meeting ID:
Passcode:

Present:  
Absent: 
Open in prayer:
_____________________________________________________________________

ACTION ITEMS: (from previous Meeting)

	DUE DATE
	STATUS
	ACTION ITEM
	PERSON/TEAM

	
	
	
	

	
	
	
	

	
	
	
	




REPORTS: (Team Summary) 
3-5mins bullet points
 
 


Action  Items: (Due Date // Action Item // Responsible Person/Team)
Any action items that arise from Reports 

PRIORITY ISSUES: 
Add your priority here 
And here 
And here

AGENDA & MINUTES:

Your Agenda Item goes here __ // Person__ (Time allotted: __mins)

Information: 


Decision: 


Discussion:


Action Items: (Due Date // Action Item // Responsible Person/Team)
Action item
Action item


Your Agenda Item goes here __ // Person__ (Time allotted: __mins)

Information: 


Decision: 


Discussion:


Action Items: (Due Date // Action Item // Responsible Person/Team)
Action item
Action item


Your Agenda Item goes here __ // Person__ (Time allotted: __mins)

Information: 


Decision: 


Discussion:


Action Items: (Due Date // Action Item // Responsible Person/Team)
Action item
Action item


Any Other Business  // Person__ (Time allotted: __mins)

Information: 


Decision: 


Discussion:


Action Items: (Due Date // Action Item // Responsible Person/Team)
Action item
Action item
________________________________________________________

Closed in Prayer :

Meeting Concluded: 00:00
Meeting Recording Links: 
Audio: 
Video: 

Next Meeting Date: ________  Time: ______________

ZOOM LINK:
Meeting ID:
Passcode:

Action Items 
	DUE DATE
	PROJECT
	ACTION ITEM
	PERSON/TEAM

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Future Agenda Items:
Your Ministry_Your Meeting or Team_ Agenda/Minutes_YYYY.MM.DD.                        . 
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