Management meeting notes
Date: 
Present: 
Absent: 
Chair: 
Notes by: 
Scorecard
	Measure
	Owner
	Target
	Actual
	On track?

	
	
	
	
	Yes / No



Last week's action items
	ID
	Item
	Owner
	Status

	
	
	
	Done / Rescheduled / Needs confirming



Cross-team issues
	Issue
	Raised by
	Outcome

	
	
	Decided / Deferred to [name, date] / Dropped



Decisions
1. Decision, who made it, when it takes effect
People items
1. Action and owner only. Details go in the restricted HR file.
What to cascade
1. Message every manager tells their team this week
Action items
	ID
	Item
	Owner
	Due
	Done looks like
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