Copilot Meeting Recap Template
Meeting Details
Capture the basics for the record. Turn on transcription or recording before the meeting (Copilot needs the transcript) and announce it to participants as a courtesy.
Title: ________________________________
Date and time: ________________________________
Attendees: ________________________________
Transcription/recording on (yes/no): ________________________________
Recording location in Drive/Teams: ________________________________
Copilot Summary
Paste or refine the Copilot-generated recap, then read it against the transcript for anything high-stakes. Treat the summary as a scannable record, not a substitute for reading critical moments.
Key points (3-6): ________________________________
Decisions made: ________________________________
Open questions not resolved: ________________________________
Action Items
Use the Copilot prompt: list every action item with the owner and any due date. Confirm owners and dates against what was actually said before circulating.
Action 1, owner, due date: ________________________________
Action 2, owner, due date: ________________________________
Action 3, owner, due date: ________________________________
Verification and Follow-up
Record what you checked so the recap is trustworthy. For sensitive or contested points, note the transcript timestamp you confirmed against.
Claims verified against transcript: ________________________________
Points needing follow-up: ________________________________
Who the recap was shared with: ________________________________
