Meeting Summary Template
Meeting Title: _______________
Date: _______________
Attendees: _______________
Duration: _______________
Summary Sent By: _______________

TL;DR
2-3 sentences summarizing the entire meeting. Written for someone who has 10 seconds.
[Write TL;DR here]

KEY OUTCOMES
The 3-5 most important things that came out of this meeting.
1. 
2. 
3. 
4. 
5. 

DECISIONS MADE
1. 
2. 
3. 
4. 

ACTION ITEMS
	Owner
	Action Item
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	



NEXT STEPS
Follow-up meeting date, prep needed, and who is responsible.
[Write next steps here]
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