Business Automation Ltd.

Client Meeting Report for Software Development

Pre-Information:

Project Code / Name

Module Name

Purpose / Subject

Will be attended by

Contact Person / Phone

Date of Meeting Time of Meeting :

Place of Meeting (Address/phone etc) :

Post | nfor mation:

Time Out / In (BAT) Time In / Out (Client)

Job started time Job finished time

Meeting held with

Summary of Outcome:

Comments (Client) Successful Considerable Postponed

Comments (Co-Rep) Successful Considerable Postponed

Next Follow up

Client’s Signature Co — Repruative Team Leader’s Signature

Remarks of the HOD / Director:
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