Meeting notes
General meeting: team meetings, project check-ins, internal updates.
Meeting name:
Date:
Attendees:
Decisions
	Decision
	Context (optional)

	
	

	
	

	
	



Action items
	Task
	Owner
	By when

	
	
	

	
	
	

	
	
	

	
	
	



Parked topics (add to the next agenda)
–  
Next meeting
Date:
Purpose in one sentence:
Free template from meetingsbrief.com
