
Follow-up Task List for Team Meeting
Date of Meeting: _______________________

Attendees: _________________________

Task List

# Description Owner Due Date Status Comments

1 Prepare draft for project proposal Alice Smith 2024-07-05 In Progress -

2 Collate feedback from stakeholders John Doe 2024-07-06 Pending Waiting for responses

3 Update project timeline Maria Chen 2024-07-04 Completed Timeline shared

Important Notes
Ensure tasks are clearly defined and assigned to specific individuals.
Update status regularly to reflect progress before the next meeting.
Keep due dates realistic and revisit them if priorities shift.
Add comments for clarifications or blockers to improve transparency.
This document serves as a shared reference and accountability tool for the team.
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