[image: image1.png]




Action Log for 

Name of The Meeting held on Date of the Meeting
	Item Number *
	Action Detail From the Minutes 
	Lead Responsibility

	COMPLETED ACTIONS

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	
	

	OUTSTANDING/CONTINUING ACTIONS

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	
	

	NEW ACTIONS FROM THE MEETING

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	Action Detail
	Name of Person Who Will Do It

	
	
	


Notes

* 
Corresponds to the running number on the minutes/notes
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