Meeting Actions Template

	This is a useful form to help group members keep track of commitments they make during a meeting.  It’s a good rule of thumb for the chair to conduct a round-table towards the end of the meeting and ask each participant to clarify their commitment /s made and affirm the due-date/s. 

	Name of Meeting:  

	Date:


	Time:
	Purpose:

	Business Arising 

	Item
	Action
	Whom, and by when

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Reports                                                                                             

	Committee / Reporter
	Action
	Whom, and by when 

	
	
	

	
	
	

	
	
	

	
	
	

	New Business 
	

	Item
	Action
	Whom, and by when

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Next Meeting 
	Date:                           
	Time:                                 
	Place:      

         


Alberta Culture and Tourism, Community Development Unit 

