
CHE AT  SHEET  ·  CONFLUENCE  ME ET ING  NOT ES

Where do meeting notes go?
A Confluence structure that scales: store by ownership, find by reports.

01  ·  THE  STRUCTURE

02  ·  OWN SPACE  WHEN…

OWNER OWN SPACE WHEN… OTHERWISE

Department Always –

Team More than 2 people, meets at least monthly Folder in the department space

Project
More than 2 internal contributors and more than 5 pages,
or longer than a few weeks

Lead’s personal space or an “Other Projects”
space

Product Always, plus a separate public docs space –

1-on-1s Never Manager’s personal space, restricted pages

Clients Only for a few large, complex accounts
One Customer Success space: one meetings
folder, an info page per client

03  ·  5  RULES

One parent page per
recurring meeting

Date first in the
title: “2026-10-15
Weekly Sync”

Put labels in your
templates, so every page
inherits them

Keep trees shallow:
space → meeting notes
→ series → occurrence

Archive yearly:
summarize first,
then archive

Automate this structure: Try Meetical for Confluence free · meetical.io

SITE SPACES LEVEL 1 PAGES LEVEL 2+ stored by ownership FIND BY REPORTS

Confluence
site

S PA C E

Department
e.g. Engineering

Leadership
restricted page Department forums All-hands

S PA C E

Team
e.g. Platform team

Weekly Team Sync
series index page

2026-10-15 Weekly Team Sync
one dated page per meetingMeeting notes

S PA C E

Project
e.g. Gearbox retrofit

Kickoff Steering Weekly sync QA reviews

S PA C E

Product
e.g. Smart sensor

Public Docs
linked public space

Reviews Release planning

S PA C E

Personal space
the manager’s own

Anna Boris1-on-1s
folder Small projects

S PA C E

Customer Success
one space, all clients

2026-10-15 Acme call
all client meetings, datedMeetings Clients

one info page per client

meeting-notes

1on1

customer-call

lessons-learned

Meeting Note
Central
Content Report
Table

Every note, from
every space, filtered
by label

LIFECYCLE ·  ONCE A YEAR: SUMMARIZE,  THEN ARCHIVE

Weekly Team Sync
series

2026 in Review
summary page · kept

year-in-review Archived
the year folder only

Space (level 1) Page

Folder Stored in (parent → child)

Found by label Restricted page
2026
year folder, dated pages


