Short recap email
Subject: Recap: [meeting], [main outcome]
To: Everyone who attended, plus anyone who owns an item
Hi all,
[One or two sentences: what was decided, and what changes for the people reading this.]
Next steps
1. [Name]: [what] by [date]
1. [Name]: [what] by [date]
1. [Name]: [what] by [date]
Still open
[The one question that matters most]. [Name] answers by [date].
If I got anything wrong, reply by [day]. Full notes: [link]
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