Meeting Notes Skill Template
Claude AI for Beginners 2027 · Project 10 · Chapter 12
Paste this into Claude after a meeting, or save it as a skill so the next meeting takes one sentence: "Process these meeting notes."
The prompt
Process these meeting notes: [paste]. Give me: (1) a five-bullet summary, (2) decisions made, (3) an action table with owner, task, and due date, marking any missing owner or date as UNCLEAR, and (4) open questions. Then draft a short follow-up email to attendees. Do not send it.
Action table format
	Owner
	Task
	Due date

	 
	 
	 

	 
	 
	 

	 
	 
	 


 
Before the follow-up goes out
☐  Every action has one owner and one date
☐  I fixed everything marked UNCLEAR
☐  Attendees knew if the meeting was recorded
☐  I reviewed and sent the follow-up myself
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