Meeting report: [meeting title]
Date / time: [ ]	Format: [in person / Zoom / Teams / Meet]	Prepared by: [name]
Attendees: [names, roles]	Absent: [ ]
Purpose: [why the meeting was held — one sentence]
Executive summary
[2–3 sentences: outcome, key decision, what the reader needs to do]
Key discussion points
[Topic] — [what was discussed, 1–2 sentences]
Decisions
[Decision] — [who decided]
Action items
	Action
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	



Risks / issues (optional): [ ]
Recommendations (optional): [ ]
Next steps / next meeting: [ ]
Attachments: [slides, recording, transcript link]




