[Meeting name] — [Mon D, YYYY]
Attendees: [names]
TL;DR: [The main outcome, in one sentence.] [What happens next, in one sentence.]
Decisions
[Decision, one line each]
Action items
[Owner] — [task, starting with a verb] — [due date]
Open questions and risks
[Question or risk] — [who finds the answer, or "owner not set"] — [by when]
Next meeting: [Mon D]
Notes and recording: [link]




