Meeting Notes
SME Intelligence — Free Template
	Meeting Title
	

	Date
	

	Time
	

	Location / Call Link
	

	Attendees
	

	Apologies
	



Discussion Points
Topic 1: [Title]
[Notes from discussion]
Decision: [Outcome or decision reached]

Topic 2: [Title]
[Notes from discussion]
Decision: [Outcome or decision reached]

Topic 3: [Title]
[Notes from discussion]
Decision: [Outcome or decision reached]

Topic 4: [Title]
[Notes from discussion]
Decision: [Outcome or decision reached]

Topic 5: [Title]
[Notes from discussion]
Decision: [Outcome or decision reached]

Action Items
	Action
	Owner
	Deadline
	Status

	[Action 1]
	
	
	

	[Action 2]
	
	
	

	[Action 3]
	
	
	

	[Action 4]
	
	
	

	[Action 5]
	
	
	



Next Meeting
Date: [TBC]
Time: [TBC]
Agenda items to carry forward:
[Item 1]
[Item 2]




