
Documented Discussion Notes 
 

Attendees: 
 
  

 
  
  
  
Date of meeting: 
 

 

Time of meeting 
 

 

 
The record of discussion is a simple document that is used to, record a discussion. It's 

a formal form for an informal process and allows managers to clearly structure a 
discussion and set expectations. 

Using this form allows you to keep notes of what was discussed and what agreed 
outcomes are. 
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