Client call: [client] — [Month D, YYYY]
Client attendees: [Name (role)], [Name (role)]
Our team: [Name (role)], [Name (note-taker)]
Goal of the call: [one line]
Client requests:
[what the client asked for, in their words]
Commitments we made:
[Owner] — [commitment] — [due date]
Client follow-ups:
[Client name] — [what they send or decide] — [due date]
Open questions:
[question? who answers, by when]
Next call: [Month D, YYYY, time]




