Meeting Notes
U Topic

=2 Location

% Date
Q/ Time

~® Attendees

Background

U Pre-work & tasks

[ )
Who should be
informed?

Today’s meeting

@‘ Objective

Discussion points

0 Takeaways

For more meeting note templates, visit hugo.team/templates




9 Open issues & questions

Follow-up tasks

[] To-do ~@ Owner ™ Due date

Note taker

".‘ Name E Email

H HuGO

A ATLASSIAN



