Bavardio

Customer Conversation Follow-Up
Template

A practical worksheet for turning customer conversations into clear owners, next steps, and
timely follow-up.

Use this template after support calls, sales conversations, service escalations, onboarding check-ins, and
customer success reviews. The goal is to prevent useful conversation details from disappearing before the next
action happens.

Support teams A customer issue needs follow-up, ownership, or escalation.
Sales teams A prospect shares buying signals, objections, or timing details.
Customer success teams A customer conversation creates next steps or risk signals.

Operations leaders You need consistent visibility into follow-up quality.
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How To Use This Template

- Complete it immediately after the conversation while details are fresh.

- Use plain language. Capture what the customer actually needs, not just internal shorthand.
- Assign one owner for the next action. Shared ownership usually means no ownership.

- Set a due date, even if it is tentative.

- Copy the final follow-up message into your CRM, ticketing system, or customer record.

Bavardio angle: the strongest customer workflows connect what was said, what changed, who owns follow-up,
and what happens next.

1. Conversation Snapshot
Conversation date
Customer / subscriber name
Company / account
Email
Phone
Conversation channel

Internal owner

2. What The Customer Said
Main reason for the conversation
Customer's words or key quote
Pain point
Urgency level
Business impact

Relevant product, service, or plan
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3. Required Follow-Up
Promised next step
Owner
Due date
Dependency or blocker
Escalation needed

Internal team involved

4. Follow-Up Message Draft
Greeting
Summary of what we heard
What we are doing next
What we need from the customer
Expected timing

Closing / CTA

Simple Follow-Up Message Framework

Hi [Name], thanks for taking the time to talk with us today. | heard that [summary of issue or goal]. The next step is [action],
and [owner/team] will follow up by [date/time]. If anything changes before then, please reply here and we will keep the
process moving.

5. Internal Review

Does the note clearly describe the customer's need?
Is one owner assigned?

Is there a due date?

Does the customer know what happens next?

Was the follow-up logged in the right system?

Next step: if your team needs better visibility from conversations to action, Bavardio helps organize signals, next
steps, and follow-up workflows across the customer journey.
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