
Weekly Team Meeting Minutes Log Form
This weekly team meeting minutes log form sample provides an organized template to record discussions,
decisions, and action items effectively. It helps teams maintain clear communication and track progress over time.
Utilizing this form ensures accountability and streamlined collaboration.

Meeting Information

Date Time

Facilitator Note Taker

Attendees List names separated by commas

Agenda Overview

List main topics for this meeting

Discussion Summary

Summarize discussion points from the meeting

Decisions Made

Document key decisions and outcomes

Action Items

Action Item Responsible Due Date Status

e.g., In Progress, Complete

e.g., In Progress, Complete

e.g., In Progress, Complete

Additional Notes

Any other comments or observations
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