Meeting Summary
	Meeting
	

	Date
	

	Time
	

	Location (or video platform)
	

	Organiser
	

	Summary written by
	

	Attendees
	

	Sent to (including people who were not there)
	



1. Purpose
[One sentence: what the meeting was called to decide or resolve.]

2. Decisions
[Each decision on its own line, stated as a fact. If something was explicitly not decided, say so here.]
Decision:
Decided by / agreed by:

3. Action items
[Verb first, one owner, a real date. These also go in the table below so people can scan them.]
Action:
Owner:
Due:

4. Key points
[Three to six bullets of what was discussed, in the order it matters, not the order it happened.]

5. Open questions
[What was raised and not answered, and who is finding out.]

6. Risks or concerns raised
[Only if someone flagged one. Name the risk, not the person.]

7. Next steps
[What happens before the next meeting and when that meeting is.]

8. Attachments and links
[Slides, documents, the recording if there is one.]

Action items
	No.
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions
	No.
	Decision
	Agreed by
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