	[YOUR COMPANY]
[Address] · [Phone] · [Email]
	Client Meeting Agenda
[Date] | [Time]



	Client
	[Client Company]
	Client attendees
	[Names, titles]

	Our attendees
	[Names, titles]
	Meeting type
	[Discovery / Review / Proposal]



Objectives
• [Understand the client’s goals for …]
• [Agree on next steps for …]
Agenda
	Time
	Item
	Who

	[00:00]
	Welcome and introductions
	[Name]

	[00:05]
	Client update: priorities and challenges
	[Client]

	[00:20]
	Our recommendations / progress report
	[Name]

	[00:40]
	Budget, timeline and open questions
	All

	[00:50]
	Agreed next steps
	[Name]



Follow-up
Summary email by: [Date]     Next meeting: [Date]




