Notion meeting agenda
Meeting: 
Date: 
Facilitator: 
Notes by: 
	Item
	Owner
	Time
	What we need to leave with

	Last meeting's action items
	Facilitator
	5 min
	Each one done, rescheduled or marked needs confirming

	Topics people added to the page before the meeting
	Whoever added each one
	30 min
	A decision or a named next step for each topic

	Read back decisions and action items
	Notes taker
	5 min
	Every action has one owner and a date

	Set Status to Notes done and post the page link
	Notes taker
	1 min
	People who missed it can find the decisions from the database
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