[Meeting name], [date]
Date: 
Type: Team weekly / Client / 1:1 / Project
Attendees: 
Facilitator: 
Status: Upcoming / Notes done / Canceled
Agenda
	Topic
	Added by
	Outcome needed

	Add before the meeting
	Your name
	Decision / Input / FYI



Last meeting's action items
	Action
	Owner
	Status

	
	
	Done / Rescheduled / Needs confirming



Notes
1. Topic: what someone who missed the meeting needs to know
Decisions
1. Decision, who made it, and when it gets reviewed if it's a trial
Action items
	Action
	Owner
	Due
	Done looks like

	
	
	
	



Template from meetingnotestemplate.com
