Client Meeting Notes
	Client
	

	Project or account
	

	Date
	

	Time
	

	Location (or video platform)
	

	Client attendees (name, role)
	

	Our attendees (name, role)
	

	Notes taken by
	

	Meeting type (kickoff / review / status / escalation)
	



1. Objectives for this meeting
[What both sides wanted out of it. One or two lines.]

2. Status since last meeting
[What was delivered, what slipped, in plain terms. Agreed with the client in the room.]

3. What the client said
[Their words, lightly tidied. Keep needs, concerns and constraints apart; they lead to different actions.]
Needs and requests:
Concerns:
Constraints (budget, dates, approvals, internal politics):

4. What we committed to
[Only things you actually said you would do, with a date. If you said "we will look into it", write that, not "we will do it".]
Commitment:
By:
Owner on our side:

5. What the client committed to
[Content, approvals, access, payments. Projects slip here more than anywhere.]
Commitment:
By:
Owner on their side:

6. Changes to scope, budget or timeline
[State the change and whether it is agreed, proposed, or needs a written change order. Nothing in this section should be new to the client when they read the notes.]
Change:
Effect on budget:
Effect on timeline:
Status: agreed / proposed / change order needed

7. Risks and dependencies
[What could delay or derail the work, and who owns watching it.]

8. Decisions
[Each one on its own line, with who on the client side made it.]

9. Next meeting
[Date, attendees, and what each side brings.]

Action items
	No.
	Action
	Owner (side)
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions and scope changes
	No.
	Decision or change
	Agreed by (client)
	Date
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