
CLIENT MEETING SUMMARY 
REF NO: ___________ 

CLIENT: 

PROJECT: 

LOCATION: 

DATE: 

TIME: 

ATTENDEES: 

AGENDA ITEM DISCUSSION & KEY DECISIONS 
ACTION OWNER 
/ DEADLINE 

1. 
  

2. 
  

3. 
  

4. 
  

5. 
  

STRATEGIC NOTES & NEXT STEPS:  

FACILITATOR: 

APPROVAL: 
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