Department meeting notes
Date: 
Department: 
Present: 
Absent: 
Notes by: 
Last month's action items
	ID
	Item
	Owner
	Status

	
	
	
	Done / Rescheduled / Needs confirming



News from leadership
1. What was decided, and what it means for this department
Department numbers
	Measure
	Target
	This month
	Last month
	Note

	
	
	
	
	Reason for any miss



Sub-team updates
	Sub-team
	Done this month
	Next month
	Help needed

	
	
	
	



Process changes
	Change
	Starts
	Ask

	
	Date
	Name



Requests between departments
	Request
	From / To
	Our owner
	Answer
	Reply by

	
	From [dept] / To [dept]
	
	Yes / No / Not yet
	



Upcoming dates
1. Date, what
Action items
	ID
	Item
	Owner
	Due
	Done looks like
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