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The Meeting Covenant 
 

 
Purpose: _________________________________________________________ 
 
Frequency: _______________________________________________________ 
 
Participants: ______________________________________________________ 
  
Length of meeting: _________________________________________________ 
 
 
Pre-meeting preparation:  
 
Agenda:         Time Allotted: 
1. Celebration – what is going well?     10 minutes 
2. How did it go? (action from last meeting)   10 minutes  
3. Priority #1 _____________________________   
4. Priority #2 _____________________________   
5. Priority #3 _____________________________   
 
 
 
Action Steps    Person Responsible   Due Date 
 
1. ____________________________________________________________ 
2. ____________________________________________________________ 
3. ____________________________________________________________ 
4. ____________________________________________________________ 
5. ____________________________________________________________ 
 
 
Next Meeting:  __________________________________  
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How to Use the Meeting Covenant 

 
Follow these 4 specific steps: 

1. Set the purpose, frequency, participants, and length of the meeting. These 
are set and do not change. 

2. Send out the pre-meeting preparation and agenda items ahead of time. 
Make sure you don’t have more than three priorities to a regular meeting. 

3. During the meeting assign / create action steps that include who is 
responsible and by when the steps will be completed. 

4. Immediately after the meeting send the completed sheet out to all meeting 
participants with agenda and action steps listed out. 

 
Avoid These Obstacles: 

1. Multiple agendas 

2. Too Long 

3. Led poorly 

4. No action assigned 

5. Inconsistent accountability 
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Meeting Rhythms for Successful Teams 
 

 
Are your leadership meetings set up to allow you to deal with both current 
problems and plan for future opportunities?   
 
 

Four types of meetings that allow you to have a great rhythm: 

1. Touch point meetings for communication, priority, and collaboration.  

▪ How would you use touch point meetings? 

2. Regular meetings for on-going initiatives and for short term adjustments.  

▪ What do your regular meetings look like? 
▪ Use a meeting covenant 

3. Trimester planning days to prepare for what’s next. 

▪ Are you strategically working ahead? 

4. Annual retreats to dream, pray, and plan.  

▪ Is your team connected to what God has in store for the future? 

 
 
The rhythms of your meetings can bring order and creativity to your leadership! 
 

 


