Personal Note Taking at Meetings

Whose in Attendance; (names in seating order to help learn)
Date, possible location

Points I wish to Share (prepared before meeting) Major Decisions Reached

All of this can be on a legal pad, one page per meeting.
This way all meetings are in date order.
Leave top page blank so others can’t see your plans.

I fold a blank sheet of white paper in my pocket
for impromptu meetings.

What I Heard at the Meeting

To Do list — Others

To Do List - Me
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