
Podcast show notes
Meeting

Date and time

Place / link

Minutes taken by

Show and episode [ ]

Host [ ]

Guests [ ]

Published [ ]

Summary

Participants
• [Name] — [role]
• [Name] — [role]
• [Name] — [role]

Agenda
1. ________________________________________
2. ________________________________________
3. ________________________________________

Host and guests

Chapters
Time Topic

Key takeaways
• ________________________________________
• ________________________________________

Quotes
• ________________________________________
• ________________________________________

Resources mentioned
• ________________________________________



• ________________________________________

Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.


