Quick Meeting Notes
A one-page version for short check-ins and client calls.
	Meeting
	[Client call / stand-up]

	Date
	[Month DD, YYYY]

	Attendees
	[Name, Name]


Decisions
1. [Decision 1]
1. [Decision 2]
Action items
	Task
	Owner
	Due

	[Task]
	[Name]
	[MM/DD]

	[Task]
	[Name]
	[MM/DD]

	[Task]
	[Name]
	[MM/DD]


Notes
1. [Anything else worth remembering]
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