Client Meeting Minutes
	Project
	

	Date
	

	Time
	

	Location / Platform
	

	Client attendees
	

	Our attendees
	

	Minute taker
	


Purpose

Agreed points
	Item
	What was agreed

	Scope of work
	

	Deadline
	

	Fee / Estimate
	

	Number of revisions
	


Client requests
・
・
Questions to follow up
・
・
Next steps
	Action
	Owner (Client / Us)
	Due date

	
	
	

	
	
	

	
	
	


Next meeting
Date:                         Time:
* Send these minutes to the client after the meeting and ask them to confirm the details.
Template by Digital Mirai no Yuhodo (ai-cryptoblog.com) – free to edit and use
