Meeting Notes
Meeting: [Name]   Date: [Date]
Attendees: [Names]
Purpose: [Why this meeting is happening, in one line]
Summary
[One or two sentences on the outcome]
Key points
1. [Point]
1. [Point]
1. [Point]
Decisions
1. [Decision]
1. [Decision]
Next steps
☐ [Task] — [Owner] — [Due date]
☐ [Task] — [Owner] — [Due date]
☐ [Task] — [Owner] — [Due date]
Parking lot
1. [Topic to come back to]
