TEAM MEETING NOTES
Fill in the blanks with the details of your meeting. The grey texts are guides: delete them when you finish.
	Date
	

	Team
	

	Attendees
	

	Next meeting
	



1. Progress since the last meeting
Status of each topic: done, in progress or blocked.
	Topic
	Status
	Comment

	
	
	

	
	
	

	
	
	

	
	
	



2. Decisions
What the team decided today.
	1.
	

	2.
	

	3.
	



3. Action items
One person and one date per task.
	Task
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



4. Blockers and risks
What is holding the team back and who can unblock it.
	



Template by Omega Writer. Want it filled in for you from the recording? omegawriter.app/en
