Online Meeting Minutes
	Meeting
	

	Date
	

	Time
	JST:                    /  Other time zone:

	Platform
	Zoom / Microsoft Teams / Google Meet / Other:

	Attendees
	

	Joined late / Left early
	

	Recording / Transcript
	Yes (saved at:                    ) / No

	Minute taker
	


Agenda
1. 
2. 
3. 
Decisions
・
・
Shared documents
・
・
(Write the file name and where it is saved.)
Action items
	Action
	Owner
	Due date (time zone)

	
	
	

	
	
	

	
	
	


Connection issues / Points to check
・
(Check the recording or transcript for parts that were hard to hear.)
Next meeting
Date:              Time (JST / other):                    Link:
Template by Digital Mirai no Yuhodo (ai-cryptoblog.com) – free to edit and use
