MEETING ACTION ITEMS

Meeting: [topic]
Date: [date]

ACTION 1
Action: [what needs to be done]
Owner: [agreed name / needs confirmation]
Due: [agreed date / not set]
Done when: [a verifiable result]
Source: [the confirming statement or note excerpt]
Status: [not started / in progress / complete]

OPEN QUESTION
Question: [what still needs an answer]
Follow-up owner: [agreed name / to be determined]
Revisit: [date or condition]

Checked against recording: [yes / no]
Confirmed by participants: [names / pending]
Next review: [date or condition]
