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Course Overview

Meeting Records and Action Register Control Training Course is a five-day professional course for staff
responsible for meeting evidence and follow-through, who leave with a Meeting Record Control File.
Participants connect agendas, attendance, declarations, structured notes, decisions, action registers,
approvals, distribution, access, retention, search, corrections, and closure. The course treats operational,
project, service, and management meeting outputs as controlled evidence rather than informal notes.
Meeting records and action register control are taught by Agile Leaders Training Center.

Who Should Attend

« Administrative coordination functions responsible for meeting files and approved records

* Meeting support functions responsible for notes, decisions, actions, and circulation

* Project support functions responsible for decision evidence and assigned-action follow-through
* Quality functions responsible for traceability, document control, and record retrieval
 Operations functions responsible for recurring meeting records and action closure

The course assumes participants already support recurring meetings and leaves out meeting facilitation,
board-governance duties, legal advice, and transcription technology selection.

Departments and Industries

The course supports meeting records across project delivery, service operations, healthcare, education,
manufacturing, and nonprofit administration.

* Project management and transformation offices

* Operations and service-delivery functions

* Quality and document-control teams in manufacturing and healthcare
« Administrative support in education and professional services

+ Coordination functions in public and nonprofit institutions

Learning Objectives

By the end of this course, participants will be able to:
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* Analyze meeting record requirements and evidence boundaries
* Apply agenda-to-record and attendance traceability controls

* Build structured decision and action registers

* Use classification, version, approval, and distribution controls

* Evaluate retention, access, search, correction, and closure status
* Build a Meeting Record Control File

Course Agenda

Day 1: Record Scope and Traceability

* Meeting Record Requirement Matrix
* Agenda-to-Record Traceability Map

* Attendance and Apology Register

+ Declaration and Conflict Evidence Log
* Meeting Record Responsibility Chart

Day 2: Notes, Decisions, and Actions

* Structured Note Capture Framework

* Discussion-to-Decision Separation Method
* Decision Statement Quality Checklist

* Action Register Ownership Grid

* Due-Date and Dependency Tracker

Day 3: Document Control and Approval

* Meeting Document Classification Scheme

+ Draft and Approved Version Register

* Review and Approval Route Map

+ Controlled Distribution List

* Access Permission and Confidentiality Matrix

Day 4: Retention and Record Maintenance

* Meeting Record File Plan

* Retention Trigger and Disposition Schedule
* Record Search and Retrieval Index

* Correction and Amendment Audit Trail

* Action Closure Evidence Checklist
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Day 5: Meeting Record Control Practice

* Agenda and Attendance Traceability Exercise
* Decision and Action Capture Simulation

* Version Approval and Distribution Exercise

* Retention Search and Correction Exercise

+ Capstone Meeting Record Control File

Practical Exercises

The course uses suggested activities drawn from project, service, quality, healthcare, and administrative
meeting records.

* Suggested activity: reconstruct traceability from an agenda through attendance, declarations, and
decisions

* Suggested activity: separate discussion notes into decision statements and assigned actions

* Suggested activity: control a corrected record through approval, versioning, and distribution

+ Suggested activity: retrieve and close meeting evidence using a file plan and action register

FAQs

Who does the Meeting Records and Action Register Control Training Course suit and
what does it assume?

The course suits staff who already support recurring operational, project, service, quality, or management
meetings and need controlled evidence and action follow-through.

How does meeting record control differ from meeting facilitation?

Meeting record control governs evidence, decisions, actions, versions, approvals, access, retention, and
closure; meeting facilitation concentrates on participation, discussion flow, and reaching outcomes during
the meeting.

What belongs in a Meeting Record Control File?

A Meeting Record Control File contains agenda links, attendance and declaration evidence, structured notes,
decisions, actions, ownership, approvals, versions, distribution, access, retention, corrections, and closure
evidence.

How should meeting decisions and actions be linked?

Meeting decisions and actions should share a traceable reference connecting the agenda item, decision
statement, assigned owner, due status, dependencies, evidence, escalation, and closure approval.
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How should approved meeting records be corrected?

Approved meeting records should be corrected through an authorized amendment trail that preserves the
prior version, states the change, records approval, updates distribution, and maintains retrieval history.

Conclusion

Participants take back a Meeting Record Control File linking agendas, attendance, declarations, notes,
decisions, actions, approvals, versions, access, retention, corrections, and closure. It turns meeting outputs
into retrievable operational evidence with visible ownership and status. The file strengthens action
traceability without replacing facilitation or formal governance authority.




