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COMMUNICATIONS ™




The LEAN Communicator’s Sample Meeting Notes
	NOTE: The goal of meeting notes is to record all actions the group committed to during the meeting, including follow-up actions. You do not need to record the discussion details, unless they either:

a) Add color commentary that will be useful for the group and others to track related to the actions or

b) Will provide a historical reference for the group if they decided to defer discussion or action on this item to a later date.   

The notes should be as brief as possible to meet these goals.


Meeting Date/Time:  ____________   Next Meeting Date/Time: ________________
Participants: ________________________________________________________

	Item Discussed
	Responsibility 
	Timing

	Action Item: 
	
	

	Action Item:
	
	

	Action Item:
	
	

	Action Item:
	
	

	Action Item:
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