Client meeting notes
Client: 
Date: 
Attendees (client): 
Attendees (us): 
Notes by: 
What we reviewed
Deliverable, version and date sent
Feedback
1. Close to the client's own words
Approved
1. What, and who approved it
Needs the client's confirmation
1. What, and who needs to confirm it
Scope changes
1. Request, in or out of scope, how it will be handled
Next steps
	Item
	Owner
	Side
	Due

	
	
	Us / Client
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