Business meeting record
GHL Financial Services  ·  2026 tax year  ·  one record per meeting, completed on the day
	Date
	e.g. 14 March 2026
	Location
	e.g. home office, Bedford TX



	Business purpose

	Why the business needed this meeting — the reason it was held, not the topics covered.

	



	Attendees, and their role in the business

	e.g. M. Rivera (owner), J. Rivera (operations)

	



	Agenda

	Set before the meeting, not written up after it.

	



	Decisions taken

	What was actually decided. A decision with no record is indistinguishable from a conversation.

	

	



	Follow-up actions, and who owns each one

	Each action, its owner, and the date it is due.

	

	



	Recorded by
	e.g. M. Rivera


	Written up on
	e.g. 14 March 2026


GHL Financial Services — for training and educational use. This worksheet is a record you keep; it is not tax, legal or accounting advice, and completing it does not determine any tax result. Figures and eligibility are reviewed during annual tax preparation. Where an agreement or other legal document is needed, consult an attorney.
