Planning session notes
Strategy or planning: quarterly planning, product strategy, major decisions.
Topic:
Date:
Attendees:
Objective of this session
[What decision or plan this session is meant to produce]
Context / background
[Key constraints, prior decisions or data — up to five points]
Options considered
	Option
	Pros
	Cons
	Status (chosen / rejected / parked)

	
	
	
	

	
	
	
	

	
	
	
	



Decisions made
	Decision
	Rationale
	Owner

	
	
	

	
	
	

	
	
	



Open questions
–  
Action items
	Task
	Owner
	By when

	
	
	

	
	
	

	
	
	



Next review date
[When this decision or plan will be evaluated]
Free template from meetingsbrief.com
