Board decision log
[Organisation name]
Kept by: [name]
Last updated: [date, e.g. 22 April 2027]
[Each row is one decision. Add meeting decisions from the draft minutes and decisions taken between meetings from their written record. Check meeting decisions against the approved minutes and other decisions against their final written record. Owner, due date and status belong to the follow-up, not to the decision itself.]
Decisions with follow-up open
	Decision
	Decided (date, record)
	Follow-up and owner
	Due date
	Follow-up status

	[the decision in full]
	[date, meeting and item]
	[what is to be done, by whom]
	[date]
	[open / in progress]

	[the decision in full]
	[date, meeting and item]
	[what is to be done, by whom]
	[date]
	[open / in progress]

	[the decision in full]
	[date, written resolution]
	[what is to be done, by whom]
	[date]
	[open / in progress]



Decisions with no follow-up open
	Decision
	Decided (date, record)
	Since
	Note

	[the decision in full]
	[date, meeting and item]
	[date]
	[e.g. follow-up done / approval, no follow-up needed]

	[the decision in full]
	[date, meeting and item]
	[date]
	[e.g. replaced by the decision of [date]]



Status key
Open: decided, follow-up not yet started.
In progress: follow-up under way.
When the follow-up is done, or none was needed, move the decision to the second table. The decision itself stays in force until the board changes it.
[If a decision is changed or replaced by a later one, note it in the second table, and add the new decision as a row of its own.]
