
Team Meeting Summary Template 
 

Title: Team Meeting Summary 

Date: [Insert Date]​
Time: [Insert Time]​
Attendees: [List Names] 

Team: [Insert Team Name] 

Agenda: 

1.​ [Agenda Item 1] 
2.​ [Agenda Item 2] 
3.​ [Agenda Item 3] 

Summary: 

●​ Team Updates: Highlight major updates and announcements. 
●​ Key Discussions: Summarize important discussions. 
●​ Decisions: Document any decisions made. 
●​ Action Items: List tasks assigned, with responsible persons and deadlines. 

Next Meeting: [Insert Date and Time] 

Try Tactiq to get the full transcript and AI summaries. 

https://tactiq.io/chrome?utm_source=tactiq-learn&utm_medium=how-to-write-meeting-invites&utm_campaign=blog

	Team Meeting Summary Template 

