Team meeting notes
Date: 
Present: 
Absent: 
Run by: 
Notes by: 
Last week's action items
	ID
	Item
	Owner
	Status
	Evidence or note

	
	
	
	Done / Moved to [date] / Needs confirming / Dropped: reason
	



Updates (written before the meeting)
	Name
	Finished
	Next

	
	
	

	
	
	



Numbers
	Number
	This week
	Last week
	Note

	
	
	
	



Blockers
	Blocker
	Who's stuck
	Who unblocks it
	By

	
	
	
	



Decisions
1. Question, what we decided, and why in one line
Not decided yet
1. Topic, who decides, by when
This week's priorities
1. Name: one or two things
Action items
	ID
	Item
	Owner
	Due
	Done looks like

	
	
	
	
	

	
	
	
	
	



Template from meetingnotestemplate.com
