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Client Meeting Agenda Template 
 

Meeting Date: 
Time: 
Location / Call Info: 
Attendees: 
Facilitator: 

 

1. Welcome & Introductions 

 Quick round of introductions (if needed) 

 Review meeting purpose and objectives 

 

2. Review of Previous Meeting Action Items 

 Status updates on assigned tasks 

 Any outstanding issues 

 

3. Current Project / Account Status 

 Progress updates 

 Key wins or milestones 

 Challenges or blockers 

 

4. Discussion Topics 

 Topic 1 (brief description) 

 Topic 2 (brief description) 

 Topic 3 (brief description) 
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5. Next Steps & Action Items 

 Assign new tasks with deadlines and owners 

 Confirm upcoming meetings or checkpoints 

 

6. Q&A / Open Discussion 

 

7. Meeting Summary & Close 

 Recap key points and decisions 

 Thank attendees 

 


