[Meeting name], [date]
Date and time: 
Location: 
Organizer: 
Attendees: 
Notes by: 
Agenda
1. Items from the Outlook invite, or typed here
Open items from last meeting
1. Item (owner): done with evidence / new date / needs confirming
Notes
1. Agenda item: the points someone will need later
Decisions
1. Decision, and who made it
Action items (tag each line To Do)
1. Action. Owner: name. Due: date. Done looks like: ...
Parking lot
1. Raised but not covered, and when it comes back
Next meeting
Date and time
Template from meetingnotestemplate.com
