Meeting notes
[Meeting name]
	Date
	[Date and time]

	Where
	[Place or link]

	Who was there
	[Names]

	Taking notes
	[Name]



AGENDA
[First topic]
[Second topic]
[Third topic]
NOTES
What was said and what was decided.

ACTION ITEMS
	What needs doing
	Who
	By when

	
	
	

	
	
	

	
	
	






