
CLIENT CALL AGENDA

MEETING DETAILS

• Client Name:

• Meeting Date:

• Time & Time Zone:

• Attendees:

AGENDA ITEMS

ADDITIONAL NOTES OR MATERIALS

OBJECTIVES FOR THE CALL (Optional - helps us stay aligned with your priorities)

Please complete the table below with any topics you’d like to cover during our upcoming call. 
The more detail you can provide, the more productive and tailored the discussion will be.

AGENDA ITEM DESCRIPTION / QUESTIONS / NOTES DESIRED OUTCOME

1.

2.

3.

4.

Please attach or link to any documents or materials you’d like us to review in advance. 

• 

•

• 

•



CLIENT CALL AGENDA

SUBMISSION DEADLINE

Thank you for taking the time to fill this out — it helps us make the most of our time together. 

We look forward to connecting with you!

To ensure a productive and well-prepared conversation, we kindly request that the completed 
agenda be submitted at least 24 hours prior to the scheduled call. If we do not receive the 
agenda within this time frame, we reserve the right to reschedule the meeting to a later date that 
works for both parties.

We appreciate your understanding and cooperation.


