Client call notes
Client or partner call: what they said, what was agreed, what happens next.
Client / partner:
Date:
Attendees (your side):
Attendees (their side):
Context / purpose
[One sentence: why this call happened]
Key information shared
–  [Anything the client told you that changes your understanding]
Decisions / agreements
	What was agreed
	Who committed
	By when

	
	
	

	
	
	

	
	
	



Their open questions / concerns
–  [Anything they raised that you haven't fully answered]
Our next steps
	Task
	Owner
	By when

	
	
	

	
	
	

	
	
	



Their next steps (if known)
	Task
	Who
	By when

	
	
	

	
	
	

	
	
	



Next contact
Date:
Format (call / email / in person):
Purpose:
Free template from meetingsbrief.com
