[Meeting] — [Month D, YYYY]
Attendees: [Name], [Name (note-taker)]
Action items
	#
	Owner
	Task
	Due
	Status

	1
	[Name]
	[verb + object]
	[Month D]
	Open / In progress / Done

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions
[what was agreed]
Context
[only what explains a task or a decision]




