Meeting Notes and Agenda Template
Meeting Details
Insert a meeting-notes building block in the live Doc by typing @ and choosing Meeting notes so the title, date, and attendees fill in automatically as smart chips. Use this template as the backup structure.
Title: ________________________________
Date and time: ________________________________
Attendees (insert as people chips): ________________________________
Meet link: ________________________________
Linked Drive files: ________________________________
Agenda
List the topics in priority order with a rough time for each so the meeting half-runs itself. Keep it to what genuinely needs live discussion; routine updates belong in the project Space.
Topic 1 and owner: ________________________________
Topic 2 and owner: ________________________________
Topic 3 and owner: ________________________________
Decisions needed today: ________________________________
Notes and Decisions
Capture decisions in plain language as they are made. If the call is recorded, the recording in Drive is the backup; these notes are the searchable summary.
Key decisions: ________________________________
Open questions: ________________________________
Parking lot items: ________________________________
Action Items
Assign each item with an @-mention so it flows into the owner's Tasks and is linked to this event. Always include a name and a due date.
Action 1, owner, due date: ________________________________
Action 2, owner, due date: ________________________________
Action 3, owner, due date: ________________________________
