Meeting Minutes Template
Meeting & date
Weekly product sync · 2026-07-09, 10:00–10:45

Attendees / absent
Present: PM, Eng lead, Design, QA · Absent: none

Agenda / purpose
Decide Q3 launch scope.

Discussion & decisions
• Q3 scope: approved Option B (2 features, deferring reporting).
• Design: assets ready by Jul 16.
• Risk: QA capacity — mitigated by adding 1 contractor.

Action items
• Eng lead — finalize scope doc — due Jul 11
• Design — deliver assets — due Jul 16
• PM — brief QA contractor — due Jul 12

Next meeting
2026-07-16, 10:00

Minutes taken by
{{name}}
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