Monthly meeting notes
Month reviewed: 
Date: 
Present: 
Notes by: 
Mid-month check on: 
Last month's action items
	ID
	Item
	Owner
	Status

	
	
	
	Done / Rescheduled to [date] / Dropped



The month in numbers
	Measure
	Goal
	Actual
	Why

	
	
	
	



Wins and misses
1. Win:
1. Miss, and what we'll change:
Next month's calendar
	Date
	What
	Owner

	
	
	



Decisions
1. Decision and when it takes effect, or who decides and by when
Held over
	Topic
	Times held over
	What happens next

	
	1 / 2 / 3
	Top of next agenda / Handed to [name] / Dropped



Action items
	ID
	Item
	Owner
	Due
	Mid-month check

	
	
	
	
	Date, and what should be true by then
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