TOOLPILOT  /  FREE RESOURCES
Meeting Minutes Template
Capture decisions and action items while the context is fresh.
	Meeting
[Name]
	Date
[Date]

	Recorder
[Name]
	Participants
[Names]

	Purpose
[One sentence]
	Next meeting
[Date / TBD]



Key discussion notes
	Topic
	Summary / evidence
	Open questions

	[Topic 1]
	[What was discussed?]
	[Question]

	[Topic 2]
	[Key points]
	[Question]

	[Topic 3]
	[Key points]
	[Question]



Decisions
	Decision
	Reason / constraints
	Decision owner

	[Decision]
	[Why / assumptions]
	[Name]

	[Decision]
	[Why / assumptions]
	[Name]



Actions
	Action
	Owner
	Due date
	Status

	[Concrete verb + outcome]
	[Name]
	[Date]
	Open

	[Concrete verb + outcome]
	[Name]
	[Date]
	Open

	[Concrete verb + outcome]
	[Name]
	[Date]
	Open



Editable template • Replace bracketed prompts before use




