Compliance Meeting Minutes a€” Action

Itema€”Focused

Date:

Time;

Location:

Attendees:

Absentees:

1. Meeting Purpose / Objectives

2. Key Discussion Points

3. Action Items

Action ltem Responsible

Example: Update compliance Jane Smith
policy document

Example: Schedule employee Michael Lee
training session

4. Follow-Up Items From Previous Meetings

Due Date Status / Notes
2024-06-21 In progress
2024-07-05 Pending

5. Other Notes / Announcements

Minutes Prepared By:

Date:

e This document focuses on clearly identifying action points and responsibilities to ensure follow-up and

accountability.

e Action Iteméa€"focused minutes help teams track progress and address compliance-related issues efficiently.

e Ensure that each action item has a specified owner and realistic deadline.

e Distribute the minutes promptly after the meeting for effective communication and compliance tracking.



e Retain these minutes as part of regulatory and internal audit records.
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