Meeting Notes Template - expert version

A meeting notes template captures what matters from a meeting: who attended, the key points, the decisions made and the action items with owners and due dates.

How to use this template

1. Fill in the meeting name, date, attendees and apologies.

2. For each agenda item, note key points briefly, not word for word.

3. Record decisions clearly in their own column.

4. Capture every action with one owner and a due date.

5. Send the notes within 24 hours and review actions at the next meeting.

Tips
» Write actions as verbs: 'Send', 'Draft', 'Approve'.
» Separate decisions from discussion.

* Keep notes factual and neutral.
* Track open actions in an action plan.

Dashboard (sample data)

e e

Decision None (information) 1

Portal, onboarding and pricing are Q2

Decision priorities 1
Decision Proceed with second role 1
Owner HR 1
Owner Head of Ops 1
Status Not started 2
Status In progress 0
Status On hold 0
Status Blocked 0
Status Done 0
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Meeting notes - Meeting: Weekly operations - Date: 9 Mar 2026 - Attendees: A, B, C - Apologies: D

Q2 priorities Capacity is limited; customer portal is top Portal, onboarding and pricing are  Share priorities with teams Head of Ops 11 Mar Not started
priority Q2 priorities 2026
Budget update Spend 5% under plan None (information)
Hiring Two roles open; one offer accepted Proceed with second role Publish job ad HR 13 Mar Not started
2026
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