Meeting Notes: Free Reusable Template to Keep Your
Meeting Notes Organized

Use this free template to organize your meeting notes, meeting agenda, meeting topics, meeting

DATE:

MEETING ATTENDEES:
NAME
NAME
NAME

NAME

MEETING ADENDA:
TOPICS:
GOALS:

QUESTIONS/CONCERNS

MEETING NOTES:
NOTES
LIST OF QUESTIONS

THINGS TO DO

MEETING TAKEAWAY:
NEXT STEPS
GOALS/PLAN OF ATTACK

NEXT MEETING DATE AND TIME

ASSIGNED TASKS:
NAME

NAME

goals, and assign tasks to others, etc.

Make and Share Free Checklists



checkli.com


http://www.checkli.com

