WEEKLY MEETING

	Meeting Name:
	

	Date of Meeting:  
	
	Time:
	

	Meeting Purpose:
	
	Meeting Leader:
	

	
	
	Notes:
	



	1. Attendance at Meeting (add rows as necessary)

	Name
	Position
	Note

	
	
	

	
	
	

	
	
	

	
	
	




	2. Meeting Notes, Decisions, Issues

	

	

	

	

	


	


	3. Action Items (add rows as necessary)

	Actions
	Assigned to
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Tired of working with meeting agendas and meeting minutes manually? Prosperforms.com is a modern solution to share regular updates and gather insights automatically. 

Prosperforms.com allows your team to share meeting summaries, discuss agendas, and send mass notifications, all with scheduled auto reminders. 


