[bookmark: _16p20n45wzps]Client Meeting Agenda
Client Name: [Insert Client Name]
 Date: [Insert Date]
 Time: [Insert Time]
 Location / Call Link: [Insert Location or Video Call Link]
 Attendees:
· [Your Name & Role]
· [Client Names & Roles]

[bookmark: _9lckdy9kus9e]✅ Meeting Objective
Briefly outline the purpose of this meeting. Example: To introduce our services and explore a potential collaboration with [Client Name].

[bookmark: _v4b1coegwjfe]📋 Agenda

	Time
	Topic
	Owner

	00:00–00:05
	Welcome & Introductions
	[Your Name]

	00:05–00:15
	Background & Client Needs Overview
	[Client or You]

	00:15–00:30
	Product/Service Presentation
	[Your Name]

	00:30–00:40
	Questions & Discussion
	All

	00:40–00:50
	Solutions Tailored to Client Needs
	[Your Name]

	00:50–00:55
	Pricing Overview (if applicable)
	[Your Name]

	00:55–01:00
	Next Steps & Wrap-Up
	[Your Name]


[bookmark: _m8c28csxd5b0]
[bookmark: _nm409mj5dfy]📌 Key Materials / Links
· [Presentation Deck]
· [Product Brochure]
· [Case Studies]
[bookmark: _e0manpe3n772]🗓 Next Steps
Outline any follow-up actions or meetings:
· [Action 1 – Owner – Due Date]
· [Action 2 – Owner – Due Date]


