Meeting Notes Template (ADHD-Friendly)

Meeting: Date:
Attendees:

DECISIONS (what we agreed on, not what we discussed):

OWNERS (who does what, by when):
- [Name] will [action] by [date]
- [Name] will [action] by [date]

OPEN QUESTIONS (unresolved - needs follow-up):

MY NEXT ACTION (one thing, by today):




