Informal meeting minutes
Who: ____________________
Where: ____________________
Date: ____________________
Topic: ____________________

What we discussed
Two or three lines. Not a transcript.
 
What we decided
The decisions, one per line.
•	
Who does what by when
One owner and one date per action.
	Action
	Who
	By when

	 
	 
	 

	 
	 
	 

	 
	 
	 



Loose ends
Anything still undecided.
•	
