Meeting Recap




	Prepared by:
<name>
Date:

< date prepared>

	


	In Attendance
	


<enter meeting participant names here>
Not in attendance: <enter names of those not in attendance here>
	Key Takeaways
	


Topic #1
· Highlight
· Highlight
· Highlight
Topic #2

· Highlight
· Highlight
· Highlight
Topic #3

· Highlight
· Highlight
· Highlight
Topic #4
· Highlight
	Follow-up Action Items
	               Assigned to                     Follow-up Date

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	


	Next Meeting
	


<date>


<time>
<location>
Fill in all fields marked in red. Then, highlight the entire document and change the font color to black before printing/ distributing.
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