Meeting Notes and Action Items
	Meeting
	

	Date
	

	Time
	

	Location (or video platform)
	

	Facilitator
	

	Notes taken by
	

	Present
	

	Apologies
	

	Previous meeting
	



1. Review of open actions
[Go through the register from last time. For each open action: done, in progress with a new date, or dropped with a reason.]
Actions closed:
Actions re-dated:
Actions dropped:

2. Agenda items
[One block per item. Keep the notes to what was decided and what action came out of it.]
Item:
Notes:
Decision:
New actions (see register):

3. Decisions this meeting
[Each decision on its own line, so they can be found without reading the notes.]

4. New action items
[Start each with a verb. One owner. A date, not "next week". Add to the register with the next number.]
Action:
Owner:
Due:

5. Parked items
[Raised but not discussed. Say when they will be, or they are not parked, they are lost.]

6. Next meeting
[Date and time, and anything that must be ready beforehand.]

Action register
[The running list, numbered across the year. Copy it into the next meeting's notes before the meeting.]

Action register
	No.
	Action
	Owner
	Raised
	Due
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Decisions
	No.
	Decision
	Date
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