Call notes
Date and time: [Month D, YYYY], [start]–[end] [time zone]
Contact: [Name, role] · [email or phone]
Company: [Company]
Call type: [discovery / demo / check-in / phone / internal]
Attendees: [their side] · [our side]
Call purpose: [one line: what this call must settle]
Key points
[what they need, in their words]
Decisions
[what was agreed, one line each]
Exact numbers and quotes
[figure, date or phrase, word for word (who said it)]
Action items
[Owner] — [task] — [due date]
Next step: [meeting or action] — [Month D, YYYY]




