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GENERAL ADMINISTRATION

FORM DESCRIPTION FORM NO.
Master PIanning SNEEL ..........ocoiiieci e 6-01
DallY PIANNET ...ttt ettt enes 6-02
THINGS "T0O D0" TOUAY ... .eveteieieiieiieieie et 6-03
Daily TIME STUAY ....eeiecieiiee ettt e e raeste e e e e nneennennes 6-04
Weekly Appointment/Planning Schedule............ccooveiiiiiic i 6-05
YEANY TTACKEN ...ttt ettt e et e b e be et e nreesbe e st e 6-06
Calendaring Of EVENES REQUEST.........cvoiiiiiiiiiiriieieeiee e 6-07
Worship Center Calendaring of Events Request (Addendum).........ccccocevvevveresiesenne. 6-08
Master Ministry Calendar Of EVENES.........cccoooeiieiiciicc e 6-09
General Meeting AQENGA .........ocuiiiiiieieie ettt ee e 6-10
Memorandum OF IMEETINGS..........iiiiieieie e 6-11
Clerical ASSIStANCE REQUEST........ccviiie e et e e 6-12
Correspondence INSLIUCLIONS. .......cviiieiieie et re e sre e 6-13
Phone MeSSage/REPOIT .......eoiuieiiiie ittt ettt re e e 6-14
Memorandum of Telephone DISCUSSIONS..........ccuiiiiririeieiesie e 6-15
LI [=] oL To = o T TSRS 6-16
Facsimile TranSmMiIttal ..........ccocvoiiioiii e 6-17
INEEr-OFFICE IMBIMO ...ttt ae s 6-18
MEMDEISNIP LIS ...t 6-19
BUSINESS ASSOCIALES LIST......veviviiiiiiieiieieie ettt 6-20
Referral AGENCIES/MINISIIIES ......c.vcueiieie et 6-21
EXPress ShIPMENt REQUEST.........oiiiiiiieiiereee et 6-22
Frequently USed SUPPHIES ........coiiiiiieeee e 6-23
(070 0) Y o] a1 1 (0] 1N I o SO ST 6-24
Copier Usage Report BY MINISIIY ......ccvouiiiiieeie et 6-25
Copier Charges SUMMAIY .......coiiiiiiie ettt et e esre e sbeeseesneeneeens 6-26
Postage USage REPOIT .......coviiiiiiieiie e 6-27
Postage Charges SUMMAIY .......c.ooveiieieiieieeie e e e se e e e reebe e sraesteaneesneesseens 6-28
Records Retention/Disposition Analysis and Authorization ..............cccccvevevvieiveiecnenne. 6-29
ADMINISLrative File INEX .....cooviieie s 6-30
File REIITEVAL LOG ... .ot 6-31
Administrative Permanent File REVIEW ..........cccoiiiiiiiiiniieee e 6-32

SECOND EDITION ADDITIONS:
Copyright Permission Request (Educational USe)...........ccceeveieiiniieiesiese e 6-33
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Copyright Permission Multiple Request (Educational USe)..........ccccoeveieiiininnenniennenn 6-34
Copyright Permission REQUESE LETIEN ..........coiiiiiiieieiee e 6-35
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