Meeting Notes
	Meeting
	

	Date and time
	

	Attendees
	

	Notes by
	

	Purpose
	



1. Purpose
[One line. Why the meeting was held. If you only write one thing, write this and the actions.]

2. Discussion notes
[By topic, not by speaker. The key points, numbers and dates that someone will need later. Leave out the back and forth.]
Topic:
Key points:

3. Decisions
[What was decided and who decided it. Write these the moment they happen; they are the easiest thing to lose.]

4. Action items
[What, who and by when. An action without a name or a date is a wish.]
Action:
Owner:
Due:

5. Questions and open points
[Anything asked and not answered, or deferred. Note who will answer it and when.]

6. Follow-up
[Who gets these notes, where they are filed, and the next meeting if there is one.]
Notes sent to:
Filed in:
Next meeting:
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