Client Meeting Notes
Client: [Company]   Project: [Project]   Date: [Date]
Client attendees: [Names, roles]   Our attendees: [Names]
Objectives
1. [What we need from this meeting]
Status update
[Where the project stands]
Client feedback
1. [Feedback, close to their words]
Client requests
1. [Request] — [In scope / Change request]
Decisions and approvals
1. [Decision or approval] — [Approved by]
Commitments
	Commitment
	Who (us / client)
	Due

	[Deliverable]
	[Us: Name]
	[Date]

	[Content, access, approval]
	[Client: Name]
	[Date]



Next meeting
[Date, time, agenda]
