Client meeting minutes
Client: ____________________
Meeting: ____________________
Date: ____________________
Client attendees: ____________________
Our attendees: ____________________

Purpose
Why the meeting was held, in one sentence.
 
What the client said
Their goals, concerns and constraints, in their words where the wording matters.
•	
Decisions
What was agreed.
•	
Scope changes
Anything added, removed or changed from the agreed work, and whether it affects cost or dates.
•	
Commitments
What each side promised, with a date. Keep ours and theirs apart.
	Commitment
	Who
	Side
	Due

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



Open questions
What is still unanswered, and who owes the answer.
•	
Next meeting and follow-up
When you meet next, and the date the follow-up email went out.
Next meeting: ____   Follow-up sent: ____
