Action Items from Executive Meeting

Date: [Insert Date]
Location: [Insert Location]
Attendees:

e [Name 1]

e [Name 2]
e [Name 3]

Action Items

Item No. Action Item Responsible Person | Due Date | Status
1 [Action Item Description] [Name] [Due Date] [Status]
2 [Action Item Description] [Name] [Due Date] [Status]

Next Meeting
Date: [Next Meeting Date]

Time: [Next Meeting Time]



