
Customer interview notes
Meeting

Date and time

Place / link

Minutes taken by

Interviewee [ ]

Interviewer [ ]

Research goal [ ]

Summary

Participants
• [Name] — [role]
• [Name] — [role]
• [Name] — [role]

Agenda
1. ________________________________________
2. ________________________________________
3. ________________________________________

Interviewee profile

Key insights
• ________________________________________
• ________________________________________

Notable quotes
• ________________________________________
• ________________________________________

Pain points
• ________________________________________
• ________________________________________

Feature requests and ideas
• ________________________________________
• ________________________________________

Questions and answers
Question: ________________________________________
Answer: ________________________________________



Asked by: ________________________________________

Action items
Owner Task Due

Next meeting

Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.


