Meeting Memo – Call with the Solicitor Supervisor(s)
Date: 
Solicitor Supervisor Name(s): 
Students Attending: 
Deliverable: (for example: Workshop/Videofor XYZ about XYZ on ABC date)

1. Places to Do Research:
· (List the suggested places to do research, for example UK Government website, Practical Law Company, etc.)
2. Legal Concepts to Teach:
· List here any legal concepts that the solicitors think are especially important to cover in the workshop/video.
3. Suggestions Regarding How to Teach:
· Include any suggestions from your solicitors about how to teach – what types of quizzes or exercises work well. 
4. Other Key Points:
· List any other helpful, interesting information discussed with your solicitor.
5. Action Items:
· (Clearly outline the action items assigned to each team member. Include deadlines and responsibilities for each action item, if applicable.)
· (Example: Ozlem to email the meeting memo to qLegal staff by x date, all to attend team meeting on x date, team members to exchange first drafts by x, polished draft script to qLegal by x etc.) 
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