Meeting summary
Subject: Recap: [meeting], [main outcome]
Meeting: 
Date: 
Attendees: 
Sent to: Attendees, plus anyone who owns an item or is affected
Sent by: 
Summary
Two or three sentences: what was decided and what happens next
Decisions
1. Decision, and what it replaces if anything
Action items
	Item
	Owner
	Due
	Done looks like

	
	
	
	



Open questions
	Question
	Who answers
	By when

	
	Name, or "no owner yet"
	



Postponed or not covered
1. Item, and where it goes next
Next meeting
Date, time, what it will cover
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