[Team] weekly meeting running doc
Newest week at the top. Before each meeting, copy this block, fill in the date and move open items into carried forward.
Week of: [date]
Attendees: 
Absent: 
Facilitator: 
Notes by: 
Standing items
1. Number or check, this week vs. target
1. Calendar: next two weeks
Carried forward
	ID
	Item
	Owner
	Weeks open
	Status this week

	
	
	
	
	Done / Moving / Stuck on [what] / Dropped



New topics
	Topic
	Added by
	What they need
	Outcome

	
	
	Decision / input / FYI
	



Decisions
1. Decision, as a full sentence
Action items
	ID
	Action
	Owner
	Due
	Done looks like

	
	
	
	
	



Parking lot
	Topic
	Raised by
	Target week or waiting on

	
	
	



Template from meetingnotestemplate.com
