Meeting Notes
A lightweight template for capturing discussion, decisions, and follow-ups.
Meeting: [Meeting name]
Date: [Month Day, Year]
Attendees: [Names or teams]
Facilitator: [Name]

Agenda
[Topic 1]
[Topic 2]
[Topic 3]
Discussion Notes
[Capture concise notes, context, tradeoffs, or links discussed during the meeting.]
Decisions
[Decision made, with rationale if useful.]
[Decision owner or approver.]
Action Items
[Owner] - [Action item] - [Due date]
[Owner] - [Action item] - [Due date]
Parking Lot
[Topics to revisit later or move into a separate follow-up.]




