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Meeting Notes & Decision Log
Capture decisions, rationale, owners, and follow-up in one reusable format.
	HOW TO USE THIS RESOURCE
Complete the sections that apply to your situation. Use specific evidence rather than assumptions, and adapt the tool to your organization’s requirements.


Working Template
	Topic
	Lead / Owner
	Decision / Action
	Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Notes
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Use With Judgment
This resource supports professional development and workplace planning. It is not a substitute for organizational policy, legal advice, clinical judgment, regulatory requirements, or role-specific supervision.
NAHCP Guides & Tools  •  Free Resource 28  •  National Alliance for Healthcare Professionals
Educational resource. Adapt to your organization’s policies, procedures, legal requirements, and scope of responsibility.




