Meeting notes
Meeting: 
Date: 
Attendees: 
Notes by: 
Open action items from last time
	Item
	Owner
	Status
	Evidence or note

	
	
	Done / Rescheduled / Needs confirming
	



Topics and key points
1. Topic: the points that changed something
Decisions
1. Decision, written so someone who missed the meeting can act on it
Action items
	Item
	Owner
	Due
	Done looks like

	
	
	
	



Open questions
1. Question, who answers it, by when
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