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Cubewise
Document title goes here
A short standfirst, one or two lines, saying what this document is and who it is for.

	Client
	Client name

	Project
	Project or engagement name

	Document type
	Meeting notes · Project description · Status report

	Prepared by
	Your name, Cubewise

	Date
	21 October 2026

	Version
	0.1 draft

	Classification
	ISO 27001:2022 — RESTRICTED





Contents
Contents
Right-click and choose Update Field to build this list.


Introduction
State in two or three sentences why this document exists and what the reader should do with it. For meeting notes, say who met, when, and what the meeting was for. For a project description, say what is being proposed and to whom.
Keep this section short. It is the part most readers will actually read.
Background
Set the context a reader needs who was not in the room. What is already in place, what has been agreed previously, and what has changed since. This is the section that makes the document useful six months later, when nobody remembers the conversation.
Write it in full sentences. This template is built for prose, so a long section here will set and read correctly rather than overflowing a box.
Current situation
Replace this paragraph.
What has changed
Replace this paragraph.
Discussion
The substance. Use a third-level heading for each topic so the navigation pane stays useful on a long document.
Where a point carries a figure, give the figure and say where it came from. Where something is an assumption rather than a fact, say so.
Topic one
Replace this paragraph.
Topic two
Replace this paragraph.
Decisions
Record what was actually decided, not what was discussed. One decision per line. If a decision was deferred, say who it is waiting on and by when.
Actions
Every action has an owner and a date. An action without both is a wish.
	Action
	Owner
	Due
	Status

	What needs doing
	Name
	DD Mon
	Open

	What needs doing
	Name
	DD Mon
	Open

	What needs doing
	Name
	DD Mon
	Open



Next steps
What happens after this document is sent, and what you need from the reader. Be specific about the ask.
Appendix
Supporting material, data tables, screenshots, references. Anything that would interrupt the argument above belongs here.
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