All hands meeting notes
Date: 
Host: 
Q&A moderator: 
Attendance: In person / online
Notes by: 
Open questions from last time
	Question
	Owner
	Answer given

	
	
	Answer, or not answered and new date



Results against goals
	Measure
	Target
	Actual
	Why

	
	
	
	One sentence



What changed and why
1. Change, the reason, and what it means for people's work
Team spotlights
1. Team, presenter, what they showed
People news
1. New hires, promotions, anniversaries
Q&A
	Question
	Asked by
	Answer
	Status

	As asked
	Name or Anonymous
	Short version
	Answered / Follow up



Promised follow-ups
	Item
	Owner
	Due
	Answer posted where
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