Easy Minutes - 

christophe_le_coent@yahoo.com
Copyright christophe_le_coent@yahoo.com, UK, 2010
This page contains the tables that are copied and pasted in your minutes

/* The 3 tables below are inserted in the minutes */

/* UK Version */ 

Table ID = 1 ‘ Add an Action

	Owner
	<New_Action>
	Raised
	Due

	
	
	
	


Table ID = 2 ‘ Add an Issue

	Owner
	<New_Issue>
	Raised
	Due

	
	Issue: 

Impact:  

Severity: Red Amber Green
Action(s):
	
	


Table ID = 3 ‘ Add a Risk

	Owner
	<New_Risk>
	Raised
	Due

	
	Risk: 

Impact:  

Severity: Red Amber Green
Action(s):
	
	


/* To insert in your templates - these 2 tables below are used with the “populate” command so all actions, risks and issues can be inserted in the tables */

Table ID = 4 ‘ Add summary action list

	Owner
	Actions – Log  ACTION_LOG_TABLE_TAG_234
	Raised
	Due


Table ID =5 ‘ Add summary risks and issues list

	Owner
	Risks & Issues – Log RI_LOG_TABLE_TAG_234
	Raised
	Due 

	
	DO NOT REMOVE THIS ROW
	
	


	By:
	Decisions Taken – Log RI_LOG_TABLE_TAG_234
	Taken:
	

	
	DO NOT REMOVE THIS ROW
	
	


French Version:

Table ID = 6 ‘ Add an Action

	Responsable
	<Nouvelle_Action>
	Date:
	Due:

	
	
	
	


Table ID = 7 ‘ Add an Issue

	Responsable
	<Nouveau_Problème>
	Date:
	Due:

	
	Problème: 

Impact: 

Sévérité : Red Orange Vert
Action(s): 
	
	


Table ID = 8 ‘ Add a Risk

	Responsable
	<Nouveau_Risque>
	Date:
	Sévérité

	
	Risque: 
Impact: 

Sévérité : Red Orange Vert
Action(s): 
	
	


/* To insert  in your templates - these 2 tables below are used with the “populate” command so all actions, risks and issues can be inserted in the tables */

Table ID = 9 ‘ Add summary action list

	Responsable
	Actions en cours
	Date:
	Due:

	_END_ACN_
	DO NOT REMOVE THIS ROW
	
	


Table ID =10 ‘ Add summary risks and issues list

	Responsable
	Risques et Problèmes en cours
	Date:
	Due:

	_END_R&I_
	DO NOT REMOVE THIS ROW
	
	


/* you can modify the template table width and colors but do not change column numbers and column attributes */

Minutes_Template_EXAMPLE

	Meeting Date:
	
	Time / Duration:
	

	Author:
	
	Chair:
	

	Location / Teleconference Details:
	

	Objective:
	

	Agenda:
	


Distribution and attendee list

 (P indicates that the member was present; T indicates present via teleconference; A indicates absent; L indicates limited attendance; D indicates distribution only)

	P
	
	
	

	P
	
	
	

	P
	
	
	

	
	
	
	


<***Delete this text - Prior to start of the meeting, review all actions risks and issues

	Controls
	Actions

	Ctrl+Shift+U
	To update actions

	Ctrl+Shift+P
	To populate new items in the Actions Log or Risks and Issues log


***>

Action Log

.It is highly recommended (and in some organizations mandated) that projects store these logs centrally and include them in the agenda to be reviewed.

	Owner
	Action item
	Raised
	Due

	_END_ACN_
	DO NOT REMOVE THIS ROW
	
	


Risks and Issues Log

	Owner
	Risks & Issues - Log
	Raised
	Due 

	_END_R&I_
	DO NOT REMOVE THIS ROW
	
	


Minutes

<***Delete this text: Enter Minutes of the meeting here:

	Controls
	Actions

	Ctrl+Shift+A
	Add an action

	Ctrl+Shift+R
	Add a risk

	Ctrl+Shift+I
	Add an issue


***>

…

End of Minutes

Next Meeting

	Meeting Date:
	
	Time / Duration:
	

	Author:
	
	Chair:
	

	Objective:
	

	Agenda:
	


End_Of_Minutes_Template_EXAMPLE

