INTER-AGENCY MEETING NOTES
Fill in the blanks with the details of your meeting. The grey texts are guides: delete them when you finish.
	Date
	

	Place or platform
	

	Convening organization
	

	Purpose of the meeting
	

	Notes taken by
	



1. Organizations and representatives
Who speaks for each organization.
	Organization
	Representative
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2. Topics discussed
In the order they were discussed.
	1.
	

	2.
	

	3.
	

	4.
	



3. Position of each organization
What each organization put forward on the key topics, in its own terms.
	Organization
	Position

	
	

	
	

	
	



4. Agreements
What the organizations agreed together.
	1.
	

	2.
	

	3.
	



5. Commitments
What each organization will do, with the person responsible and the date.
	Organization
	Commitment
	Owner
	Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Pending topics
What was not agreed and when it will be taken up again.
	



Template by Omega Writer. Want it filled in for you from the recording? omegawriter.app/en
