
[Meeting name] — [Month D, YYYY]
Time: 

[start]
–

[end]
 · Where: 

[room or link]

Attendees: 
[Name (host)]

, 
[Name]

, 
[Name (note-taker)]

1. [Agenda item]
Decisions:

•  
[what was agreed]

Action items:

•  
[Owner]

 — 
[task]

 — 
[due date]

Numbers and open questions:

•  
[figure with unit (source)]

•  
[question? who answers, by when]

Discussion:

•  
[only what explains a decision]

2. [Agenda item]
(same four blocks)

Next meeting

[Month D, YYYY, time]
 · Carry over: 

[open items]


