[ORAGNISATION NAME]
Committee meeting Action Tracker

Open Actions

	Item
	Action
	Updates
	Who
	Deadline
	Status

	1
	[date] Details of action
	[date] Progress of action
	[name]
	[date]
	[open / closed / ongoing]

	2
	[date] Details of action
	[date] Progress of action
	[name]
	[date]
	[open / closed / ongoing]

	3
	[date] Details of action
	[date] Progress of action
	[name]
	[date]
	[open / closed / ongoing]

	4
	[date] Details of action
	[date] Progress of action
	[name]
	[date]
	[open / closed / ongoing]

	15
	[date] Details of action
	[date] Progress of action
	[name]
	[date]
	[open / closed / ongoing]



Closed Actions

	Item
	Action
	Updates
	Who
	Deadline
	Status

	[#]
	[date] Details of action
	[date] Progress of action. Completed
	[name]
	[date]
	Closed

	[#]
	[date] Details of action
	[date] Progress of action. Completed
	[name]
	[date]
	Closed

	[#]
	[date] Details of action
	[date] Progress of action. Completed
	[name]
	[date]
	Closed

	[#]
	[date] Details of action
	[date] Progress of action. Completed
	[name]
	[date]
	Closed



