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	<<Project name>>




	ACTIONS & NOTES

	<<Project Name & Description>>

	Author: <<name>>
	Date: 

	Meeting: <<meeting description>>
	Attendees: 

	1 UPDATE ON PROGRESS

	<<Work package 1>>
	· <<enter whatever actions have been completed or decisions made relating to this work package>>
· <<next action or decision>>
· 

	<<Work package 2>>
	· <<enter whatever actions have been completed or decisions made relating to this work package>>

· <<next action or decision>>

· 

	<<Work package 3>>
	· <<enter whatever actions have been completed or decisions made relating to this work package>>

· <<next action or decision>>

· 

	<<Work package 4>>
	· <<enter whatever actions have been completed or decisions made relating to this work package>>

· <<next action or decision>>

· 

	2 ACTIONS AGREED

	<<name>>
	<<enter the action this person has agreed to carry out and any details or deadlines>>

	<<name>>
	<<enter each action against its owner – group by the owner names>>

	<<name>>
	<<enter next action>>

	
	

	
	

	
	

	
	

	
	

	
	

	3 issues/risks identified

	· <<enter any concerns raised by members of the team>>

	· <<next concern>>





1 of 1

[image: image1.png]_1351500213

