Meetings Record Sheet with Minutes
	Meeting
	What is usually covered at the meeting?

	Executive meeting
	· Supplier/contract information for strategic, high risk and critical to business contracts
· Key financials

· Key performance data

· Escalated issues

· High (and extreme) risks

	Management meeting
	· Review performance against KPIs

· Review operational issues and establish action plan

· Review insurances to ensure currency

· Agree any process/policy changes

· Identify events that may impact service

· Identify if any penalties or bonuses apply

	Operations meeting
	· Review status

· Review KPIs

· Identify/review issues and areas for management attention

· Review change requests and manage change control process
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