
Sales call notes
Meeting

Date and time

Place / link

Minutes taken by

Company [ ]

Contact and role [ ]

Call type discovery / demo / follow-up

Deal stage [ ]

Summary

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

Agenda
1. ________________________________________
2. ________________________________________
3. ________________________________________

Customer context

Pain points
• ________________________________________
• ________________________________________

Requirements
• ________________________________________
• ________________________________________

Qualification
Criterion What we learned

Objections and concerns
• ________________________________________



• ________________________________________

Competitors and alternatives
• ________________________________________
• ________________________________________

Decisions
• ________________________________________
• ________________________________________

Action items
Owner Task Due

Next meeting

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


