Client call notes
Send the approvals and changes back to the client the same day and ask them to reply if anything is wrong.
	Client and project
	

	Call
	

	Date
	

	Client side
	

	Our side
	

	Work reviewed
	



Approved
	What the client approved
	By
	When

	
	
	

	
	
	

	
	
	



Changes requested
	Change
	Deliverable
	When

	
	
	

	
	
	

	
	
	

	
	
	



Outside the brief
Anything asked for that is not in the scope of work. Agree how it will be quoted.
	

	

	

	



Our next steps
	Action
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	



Questions for the client
What you need from them before the next round, with a date.
	

	

	

	



Free template from Velkri: velkri.com/templates/agency-client-call-notes/
