Level 10 meeting notes
Date: 
Attendees: 
Absent: 
Facilitator: 
Scribe: 
Scorecard
	Measurable
	Owner
	Goal
	Actual
	On or off track

	
	
	
	
	On / Off (off goes to issues)



Rocks
	Rock
	Owner
	Due
	On or off track

	
	
	
	On / Off



Headlines
1. Customer: one sentence
1. Employee: one sentence
Last week's to-dos
	To-do
	Owner
	Done or not done

	
	
	



Issues solved (IDS)
	Issue as identified
	Raised by
	Solution or decision
	To-do created

	The real issue in one sentence
	
	
	



Issues carried to next week
1. Issue, and why it wasn't reached or solved
New to-dos
	To-do
	Owner
	Due
	Done looks like

	
	
	Within 7 days
	



Cascading messages
1. Message, who tells whom, by when
Meeting rating
Each person's rating from 1 to 10, the average, and what anyone below 8 said would make it better
Template from meetingnotestemplate.com
