MEETING MINUTES
{Name}  |  {TODAY | formatDate:'MMMM DD, YYYY'}
	ORGANIZED BY
{Organization.Name}
{User.FirstName} {User.LastName}  |  {User.Title}
{User.Email}  |  {User.Phone}
	ACCOUNT / CLIENT
{Account.Name}
{Account.BillingStreet}
{Account.BillingCity}, {Account.BillingState} {Account.BillingPostalCode}
Phone: {Account.Phone}



	Meeting Reference
	Meeting Date
	Opportunity Stage
	Deal Value

	{Name}
	{TODAY | formatDate:'MMMM DD, YYYY'}
	{StageName}
	{Amount | format:2:'10,000,000.5':'$'}



Meeting Details
	Meeting Title / Reference
	{Name}

	Date
	{TODAY | formatDate:'MMMM DD, YYYY'}

	Time
	________________________

	Location / Platform
	________________________

	Meeting Organizer
	{User.FirstName} {User.LastName}  |  {Organization.Name}

	Client / Account
	{Account.Name}

	Opportunity Stage
	{StageName}

	Expected Close Date
	{CloseDate | formatDate:'MMMM DD, YYYY'}



Attendees
	Name
	Organization / Title
	Role in Meeting

	{User.FirstName} {User.LastName}
	{User.Title}  |  {Organization.Name}
	Organizer / Host

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________



Agenda Items Discussed
	#
	Agenda Item / Topic
	Discussion Summary

	1
	________________________
	________________________

	2
	________________________
	________________________

	3
	________________________
	________________________

	4
	________________________
	________________________

	5
	________________________
	________________________



Key Decisions Made
	1.  _______________________________________________________________________________
2.  _______________________________________________________________________________
3.  _______________________________________________________________________________
4.  _______________________________________________________________________________



Action Items
	Action Item
	Owner
	Due Date

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________

	________________________
	________________________
	________________________



Next Steps & Follow-Up
	Next Step (from Salesforce)
	{NextStep}

	Next Meeting Date
	________________________

	Next Meeting Location / Platform
	________________________



Additional Notes
	{Description}
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________



Minutes Approved By
By signing below, both parties confirm these minutes are an accurate record of the meeting.
	Meeting Organizer
_________________________________
{User.FirstName} {User.LastName}
{User.Title}  |  {Organization.Name}
Date: {TODAY | formatDate:'MMMM DD, YYYY'}
	Client Representative
_________________________________
Name: _________________________
Title:  _________________________
Date: _________________________



{TODAY | formatDate:'MMMM DD, YYYY'}  |  {Organization.Name}  |  © {CURRENT_YEAR} {Organization.Name}. Confidential.
