
Client Meeting Action Items 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Name] 

Subject: Action Items from Our Recent Meeting 

Dear [Client Name], 

Thank you for meeting with us on [Meeting Date]. Below are the action items we discussed: 

• Action Item 1: [Description of Action Item 1] - Assigned to: [Person Responsible] - Due 

Date: [Due Date] 

• Action Item 2: [Description of Action Item 2] - Assigned to: [Person Responsible] - Due 

Date: [Due Date] 

• Action Item 3: [Description of Action Item 3] - Assigned to: [Person Responsible] - Due 

Date: [Due Date] 

Please let us know if there are any additional points we need to address or if you have any 

questions. 

Looking forward to our continued collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


