Meeting Action Items
Meeting: [Name]   Date: [Date]   Owner of this list: [Name]
Action items
	#
	Action
	Owner
	Due
	Priority
	Status

	1
	[Task, starting with a verb]
	[Name]
	[Date]
	[High / Med / Low]
	Open

	2
	[Task, starting with a verb]
	[Name]
	[Date]
	[High / Med / Low]
	Open

	3
	[Task, starting with a verb]
	[Name]
	[Date]
	[High / Med / Low]
	Open

	4
	[Task, starting with a verb]
	[Name]
	[Date]
	[High / Med / Low]
	Open



Carried over from last meeting
☐ [Task] — [Owner] — [Original due date] — [New date]
Decisions these actions come from
1. [Decision]
