[Team] — Meeting Minutes — [Month D, YYYY]

Attendees:

[names]

Carried over from last meeting

# Action

Decisions log

# Decision

Action items
# Action

Notes:

[only what explains a decision]

Next meeting:

[date]

Owner

Owner

Due

Decided by

Due

Status (open / in
progress / done)

Date

Status (open/in
progress / done)



