Zoom Meeting Minutes
Meeting title: 
Zoom recording date: 
Participants: 
Meeting goal: 
Summary
[A few sentences on what the call covered and how it went]
Key discussion points
1. [Topic 1]
1. [Topic 2]
Decisions
1. [Decision, stated clearly and unambiguously]
Action items
	#
	Task
	Owner
	Due date
	Status

	1
	[Task]
	[Name]
	[Date]
	[Not started]

	2
	[Task]
	[Name]
	[Date]
	[In progress]

	3
	[Task]
	[Name]
	[Date]
	[Done]


Follow-up messages
[What was sent to participants after the call, and to whom]
Next meeting
[Date, or "not yet scheduled"]
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