Meeting Minutes

Date: [Date]
Time: [Time]
Location / Link: [Location / Link]
Attendees: [Attendees]
Absent: [Absent]
Note Taker: [Note Taker]
DISCUSSION
	Topic
	Discussion Summary
	Decision

	[Topic 1]
	[Key points discussed]
	[Decision reached, or "Deferred"]

	[Topic 2]
	[Key points discussed]
	[Decision reached, or "Deferred"]

	[Topic 3]
	[Key points discussed]
	[Decision reached, or "Deferred"]

	[Topic 4]
	[Key points discussed]
	[Decision reached, or "Deferred"]


ACTION ITEMS
	Action Item
	Owner
	Due Date

	[Action 1]
	[Name]
	[Date]

	[Action 2]
	[Name]
	[Date]

	[Action 3]
	[Name]
	[Date]

	[Action 4]
	[Name]
	[Date]


NEXT MEETING
[[Date, time, and location of the next meeting]]




