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Client meeting action tracker
Keep a meeting decision attached to an owner and evidence.
Keep a meeting decision attached to an owner and evidence. Connect meeting reference, agreed action,
completion evidence needed with responsibility and evidence. An action closes only when all task fields, owner
and target date are entered, its state is Complete and an evidence reference is recorded.

Inside the worked example
Fictional inputs and outputs from the included workbook. Amounts use one illustrative currency.

Reference MA-01

Meeting reference Review meeting A

Agreed action Confirm input period

Completion evidence needed Client confirmation

State Complete

Evidence reference Example record 1

Open action 0

Your purchase would include
The complete guide, an editable .xlsx workbook with 50 prepared rows, the worked example and a decision log.

A post-meeting action tracker, not meeting recording or scheduling software.

Preview only. Buying is not open yet.


