[Company Name]
[Branch / office] · [Phone] · [email]

CUSTOMER MEETING NOTES
	Customer
	[Company name]
	Date
	[DD-MM-YYYY]

	Place / online
	[ ]
	Meeting type
	[First meeting / Demo / Negotiation / Review]

	Our team
	[Names]
	Their team
	[Name, role]

	Deal / reference
	[ ]
	Notes by
	[Name]



What we learned
	Topic
	Notes

	Current situation: what do they use or do today?
	

	Need: what do they want to change, and why now?
	

	Budget: is money set aside? roughly how much?
	

	Decision: who decides, who else has a say, which approvals are needed?
	

	Timeline: by when do they need it? any deadline or event?
	

	Competition: who else are they talking to, and what do they like there?
	

	Success: how will they judge that the purchase worked?
	



Products or services discussed
	Product / service
	Quantity / scope
	Price discussed
	Remarks

	[ ]
	[ ]
	[ ]
	[ ]

	
	
	
	

	
	
	
	



Concerns raised and our answers
	Concern
	Our answer
	Settled?

	[e.g. delivery time]
	[ ]
	[Yes / No]

	
	
	

	
	
	



Agreed next steps
	#
	Action
	Owner (us / them)
	Due date

	1
	[Send revised quotation]
	[ ]
	[DD-MM-YYYY]

	
	
	
	

	
	
	
	

	
	
	
	



Our view
	Chance of winning
	[Low / Medium / High]
	Expected order value
	[ ]

	Expected decision date
	[DD-MM-YYYY]
	Next meeting
	[DD-MM-YYYY]



Internal notes (do not send to the customer)
[Pricing room, risks, people to involve from our side]
Shared with: ____________________     Date: ____________
Template: Toolkit by GroupChatOn · toolkit.groupchaton.com




