Client Meeting Report

Date of Meeting: __________________________
Time of Meeting: __________________________
Phone, Email or Face to Face (circle one) (phone calls must be paired with emailed files to demonstrate progress)
If Face to Face where did meeting take place? __________________________________________________
What was brought for client to see? (circle all that apply)
Mockups
actual Web pages
graphics

What were client’s comments?

What content will client deliver?

When will client deliver content? ____________________________________________________________
In what format? (circle one)
 
CD

Floppy Disc

E-mail
Is project on schedule?  Why or Why not?
Design Team Meeting Report

Design team member: ______________________
Date of meeting: __________________________
What look and feel was discussed?

What colors were discussed?

What fonts were discussed?

What sizes were agreed upon?
Navigation ______________

Logo ______________
When will graphics be delivered? ____________________________________________________________
_______________________________________

_______________________________________
Signature of Web Designer




 Signature of Design Team Member

