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MEETING RECORD FORM

Date Facilitator:

Attending:

Timekeeper: Recorder:

Time Issue/Topic Activity (Report, Discussion, Decision) | Responsible Person

Use one copy of this sheet for each session, and be sure to refer to the commitments at
the following meeting.

Store all meeting record forms as group memory and progress tracker.

WANT TO USE THIS TOOL IN YOUR E-ZINE OR WEB SITE? You can, as long as you
include this complete blurb with it: PowerfulWork consultants Tom Kornbluh and Marcia
Feola are authors of the forthcoming book Impact! and offer consulting, training and
executive coaching to bring transformational meetings to organizations. If you're ready to
put together your breakthrough leadership strategy and lead great meetings, get your FREE
tips, templates, protocols and best practice resources now at

http://www.powerfulwork.com/impact.
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