Atomic Meeting Note Template
Meeting Overview
Capture the essentials at the top so the note is scannable later. Keep the title as a clear claim or topic, not a date alone.
Title: ________________________________
Date: ________________________________
Attendees (as wikilinks): ________________________________
Related project (as a wikilink): ________________________________
Context
One or two sentences on why this meeting happened and what decision it was meant to reach.
Purpose: ________________________________
Background: ________________________________
Decisions
List only what was actually decided, in your own words, as separate bullet points so each can be linked from elsewhere.
Decision 1: ________________________________
Decision 2: ________________________________
Decision 3: ________________________________
Action Items
Write each follow-up as a checkbox task with a named owner, so it can be tracked and surfaced in your daily notes.
Action and owner 1: ________________________________
Action and owner 2: ________________________________
Action and owner 3: ________________________________
Related Notes
Link out to the people, project, and topic notes this meeting touches, so it joins the graph instead of becoming a dead end.
Linked notes: ________________________________
