MEETING NOTES TEMPLATE
Meeting notes: [meeting title]
	Date
	[day and date, time]

	Place or video
	[place or tool]

	Notes by
	[name]

	Attendees
	[names and roles]

	Excused
	[names]

	Shared with
	[names]


Agenda
[Topic 1]
[Topic 2]
[Topic 3]
Key points
[Topic 1]: what mattered in two or three sentences
[Topic 2]: ...
Decisions
[Decision written without ambiguity]
Action items
	Action
	Owner
	Due date

	
	
	

	
	
	

	
	
	

	
	
	


Next meeting
[Date and time]
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