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Reference-number [this document is a controlled document- as part of the KM system] 
 

 Written by: 
 Creation date: 
 Reviewed by: 
 Reviewed date: 

 Year: ___  

 
Meeting date: ___ 

Attendees:  ______________________ 

Main topics: 

a.​ The Past year’s KM system summary was presented and discussed.  
Main issues: 
[details] 

​
 

b.​ The current business needs, objects and risks, base for the new KM system, were presented and 
discussed.  
Main issues: 
[details] 

​
 

c.​ The KM system objective and main actions for the coming year were discussed based on the 
findings.  
Main issues: 
[details] 

​
 

d.​ Decisions: 
The management approves the KM objectives and actions, with the abovementioned changes. 
The KM team will: 
1.​ Prepare a work plan based on the above. 
2.​ Be responsible to implement it, monitor it, reporting to management. 
[details of specific additional tasks- i.e. purchase of a new digital platform] 

​
 

-- 
This tool was prepared voluntarily by KMGN, ISO30401 implementation team.  
It is free to share and adapt, appropriately crediting KMGN. 
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