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Meeting Agenda
Suggested outline - you are welcome to customize this form to meet your unique needs.
	Meeting date:
	

	Agenda
	Topic:
	Notes:

	
	1. 
	

	
	2. 
	

	
	3. 
	

	Financial Review:
	Profitability
	

	
	Cash Flow
	

	
	Accounting Records
	

	Business Plan
Progress since last meeting
	

	Personal Development
Activities undertaken
	

	Other
	

	Action items agreed
	What
	By Whom?
	By When?
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Items for next meeting
	

	Date of Next Meeting:
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