Client meeting agenda
Client: 
Date: 
Attendees: 
Sent ahead: Deliverable and version to review
	Item
	Owner
	Time
	What we need to leave with

	Goal of this meeting and what we are reviewing
	Account lead
	3 min
	Agreement on the version under review

	Walk-through
	Designer or lead
	10 min
	Questions answered

	Client feedback
	Client
	15 min
	Feedback captured in their words

	What is approved and what needs confirming
	Account lead
	5 min
	A clear list of both

	Next steps and dates
	Account lead
	5 min
	Owners on both sides
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