OneNote meeting agenda
Meeting: 
Date and time: 
Organizer: 
Notes by: 
	Item
	Owner
	Time
	What we need to leave with

	Open To Do items from last meeting
	Notes taker
	5 min
	Each ticked with evidence, given a new date, or marked needs confirming

	Agenda items from the Outlook invite, in order
	Each item's owner
	25 min
	A decision or a named next step for each item

	Parking lot from last meeting
	Organizer
	5 min
	Each item scheduled, assigned or dropped

	Read back decisions and To Do items
	Notes taker
	5 min
	Every To Do line has one owner and a date
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