
1A well-organized meeting is essential for success both 
in projects and within your organization. Over the 
course of your career, you could spend as much as a 
year of your life in meetings. Wouldn’t you prefer this 
time be put to good use? This chapter aims to give you 
the skills necessary to plan an efficient meeting and 
will cover essential steps, including : 

 Defining the purpose of the meeting
 Clarifying the desired outcomes
 Choosing attendees and their roles
 Setting a meeting time
 Handling the logistics and necessary preparation
 Completing and sharing agendas

Chapter. 1 

Look at the conversation between Jared and Hillary. 
How do they address the key elements to planning an 
efficient meeting?
Compare the steps give above with the conversation 
for ideas on how to organize a meeting.

Organizing 
Meetings



Meeting Prep.

Jared

Hillary

Jared
Hillary
Jared

Hillary
Jared

Hillary

Jared
Hillary
Jared
Hillary

Jared

Hillary

Jared

Hillary
Jared

Hillary
Jared

We need to organize a joint planning meeting for our teams sometime next week.
What’s going to be on the agenda? 
We’re going to go over some of last quarter’s sales data and collaborate on a new 
strategy.
Sounds good. What’s your team’s schedule like?
Jack and Angela will be out of town on a business trip until Wednesday.
Can your people make it on Thursday?
Thursday works well for me. 
Let’s write up an agenda.
Could I borrow your pen? Let me write this down.
Where do you want to have it?
We’ll need a room with a projector.
How about the meeting room on the fifth floor? It has a projector and a computer 
hooked up.
That’s fine with me.
Do you have a time preference?
We’re planning on having a team meeting in the morning, so after lunch would be 
better.
Okay. I’ll pencil it in for 3 o’clock until I check if the room is reserved. Who’s 
responsible for letting everyone know once the details are fixed?
I’ll add it to the shared schedule.
Could you get your team members to
RSVP by Friday?
That shouldn’t be a problem.
Also, don’t forget to send us copies of
the data you’ll be going over. I’ll try to
get my team to e-mail their files by
Tuesday.

CASE
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The expressions below can be used to effectively 
communicate plans and ideas when organizing a meeting.
Take the time to review the expressions and find them 
in the CASE “Meeting Prep."

Can you make it on…?
We’re planning on… 
We’re going to go over… 
What’s … schedule like? 
Do you have a … preference? 
Could you RSVP by…? 

1

2

3

4

5

6

7

8

9

10

11

12

Don’t forget to…
Let me write this down. 
What’s going to be on the agenda? 
… add it to the shared schedule. 
Who’s responsible for…?
I’ll pencil it in for…

Are you coming to Monday’s meeting?1

We’re thinking about using the third floor conference room.2

Who’s going to write up the agenda?5

Could you put it on the team’s agenda?6

Are you available on Monday at 4? 9

Please remember to let me know if you are coming before 5 o’clock.3

Let me make a note of that.4

I’ll put in on the calendar for next Tuesday, but we can always change it later.7

My team is going to discuss an alternative to the current marketing strategy.8

What time works best for you?10

Reword and write the 
sentences using the 
Useful Expressions. 

Language
practice

ANS

useful
expressions
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How to

15

Good meetings aren’t accidents; they are the result of good 
planning. When deciding to hold a meeting, the first question 
you should ask is: ‘Do we need to have a meeting?’ Meetings 
are very useful in getting immediate reactions, resolving 
conflicts, tapping into the ideas of others, and ensuring the 
understanding of concepts and tasks. However, meetings 
should not be called for when there is no concrete need. 
Assuming that a meeting is necessary, let’s have a look at the 
major elements that are essential in planning a meeting.

Theoretically

Organize
a meeting

Purpose

Every meeting must have a purpose.
The meeting’s purpose statement explains why
the meeting is being held.

Desired outcome

A desired outcome can be something that is
tangible, such as a written plan, or intangible, 
including new knowledge or information.

Attendees and roles

A list of the people required to attend the
meeting to accomplish the objective must be
predetermined along with each attendees’
roles and responsibilities. 

Meeting times

A suitable time for the meeting considering
all factors such as the availability of attendees, 
the time required for preparation, and the 
location. 

Logistics and preparation

The location must have the necessary equipment
and layout to execute the meeting. Also, any 
preparation needed for the meeting must be 
shared to the right people. 

Agendas

As early as possible, a written agenda should 
be sent to all attendees. It’s good to check with 
the attendees to confirm attendance and their 
expectations for the meeting. 

Purpose

Desired outcome

Attendees and roles

Meeting times

Logistics and preparation

Agendas

Application What are the points you need to consider 
when arranging the six elements for 
organizing a meeting? 
Discuss and share your ideas in groups. 

Group
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Meeting
Skills In organizing a meeting, it is often important to have clear and 

concise written correspondence. Business correspondence includes 
a specific reason for writing. Discuss the meanings of the e-mail 
openings and complete each sentence. In what situation could 
each e-mail opening be used?

ANS

Pre-meeting
Correspondence    

Exercise 1

E-mail

To

Subject

Message

I am writing in response to ... 

E-mail

To

Subject

Message

I am writing regarding ...

E-mail

To

Subject
Message

I am writing to confirm ... 

E-mail

To

Subject

Message

I am writing to apologize for ...

E-mail

To

Subject
Message

I am writing to inform you ... 
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Meeting Agenda Date

Roles

Meeting preparation

Chairperson

Meeting minutes

Time keeper

Items to bring
to the meeting

Janet Richards

Emily Cooper                

No. Duration Item Desired Outcome Person in charge 

1

2

3

4

5

5 minutes Greetings and
introductions

Cooperative 
attitude Janet Richards

Meeting called by

Participants

Meeting place

Start time

Meeting purpose

Desired outcomes

All team leaders : Janet Richards, Bill Masters, Samuel Troy, Kevin Arnold, Emily Cooper, 
Jenna Smith, 

 

End time

Janet Richards

Meeting
Skills Every meeting must have an agenda. Without a clear agenda, 

meetings can easily lose focus and become ineffective. Fill in the 
agenda template below using the examples. Not all answers are 
given, so be sure to use your own ideas to complete the agenda.

ANS

Planning
Agendas

Exercise 3

Making an appointment Changing an appointment

Meeting
Skills

Preventing scheduling conflicts is an important skill in organizing 
meetings. Read the phrases on the left and sort them by their 
functions. Do you know of any others? Add them to the list. 

ANS

Scheduling
Meetings

Exercise 2

push back
set a date
schedule
(something in)
move forward

postpone
put off
defer
reschedule
set a time 

a b
c d
e f

g

h i

 9th floor Seminar Room A　　  Team project schedule　　  16:30　　  March 9th, 2016  Finalize 2nd quarter project targets and 
initiate TF for long-term cost issues  Outline 2nd quarter project targets for each team and discuss long-term cost-cutting measures
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Organizing   a meeting

1?
Think about a meeting that you recently attended or a meeting 
that you have planned for the future. Use the checklist below to 
check off the essential aspects to organizing a meeting.

Many people take pride in working independently. For this reason, it can 
be tempting to try to take on all details of meeting planning by yourself. 
However, this can potentially lead to headaches, such as schedule conflicts 
and forgotten tasks later on. When trying to singlehandedly organize all 
the particulars, it is easy to overlook small things. For this reason, meeting 
planning should be a team effort. Getting another perspective from 
someone you trust will help you effectively plan and coordinate all the 
small aspects of a meeting.

 Who is calling the meeting?
 What is the objective of the meeting?
 Is there a desired outcome for the meeting?
 What are the items of the agenda?
 Who is responsible for each item? 

Sharing and Confirming Agendas

 Who is organizing the meeting?
 Who will chair the meeting? 
 Who will set up the meeting room?
 Who will organize any required documents or data for the meeting? What roles will each participant have prior to the meeting? What roles will each participant have during the meeting?

Roles and Responsibilities

 Is the meeting necessary?
 Who will attend the meeting?
 When will the meeting take place?
 Where will the meeting take place?
 How long will the meeting run?
 Is any special equipment required?

Pre-Meeting Scheduling

Organizing
a meeting

Check List

Common
    MISTAKES!

How did you plan meetings in the past?
How do you plan on organizing meetings in the future?
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Simulation

01
Simulation.1

» Arranging a face-to-face meeting
» Requesting more information about an upcoming project
» Responding to missed calls 

are sometimes necessary when in-person meetings 
are not possible. In order to get the most out of 

these meetings, participants must be careful to remain on topic and speak in 
a clear and friendly tone. Misunderstandings can occur easily when speakers 
are unable to see the reactions on other participants’ faces. Before the 
meeting, make sure that you are alert and ready to listen attentively to what 
other parties have to say. Try to find a place to speak where you will not be 
distracted by other things going on around you. 

Telephone
meetings 

Good
to
Know 
Here are some 
expressions that are 
useful when in a 
telephone meeting. 

Let’s Practice  

Group

Could I just confirm one detail?
Let me check something. Did you say…?
Are you sure this is accurate?
I need to do a final check. Is ... right?

Checking information

I’m calling to get back to you on…
I’m returning your call about…
I got your message about…
I heard you called about…

Returning a call

I’ll be in touch with you about that…
Would it be better to…?
Could you get back to me by…?
Would you mind being responsible for…?

Making arrangements

A good telephone connection and a quiet place to speak. 
A prearranged appointment time and date; avoid calling late.
An understanding of the topic that you are going to be discussing. 
A pen and paper to take down essential information.  
Any documents that might be referenced in the meeting. 

Telephone meeting essentials : 19
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Simulation.1

Wants to negotiate a volume discount
on the monthly royalty fee to offset the 
cost of opening multiple locations
(3% down from 5.9%).

Needs to 

communicate that 

deviating from the 

company’s trademark 

menu is not possible.

Freshies is the most successful frozen yogurt chain on the west coast of 
the U.S. They offer a range of unique toppings and flavors in addition 
to a distinctive upscale atmosphere. The company is planning to begin 
expanding into the worldwide market by licensing their brand to 
interested investors in several countries. The company has assessed 
demand for their franchise and is currently negotiating with the 
German Grönemeyer restaurant group, which plans to initially open 
up eleven locations in western Germany and Belgium. As this is the 
first international agreement Freshies has entered into, the company 
feels it will set a precedent for all negotiations to follow.

Case
Study

Group

BackgroundA

RolesC

TaskB

A few days ago, the Grönemeyer representative called Freshies about 
several issues the company is having with the preliminary contract and 
was told that a representative would call back after consulting with 
other parties. 

Arrange a telephone meeting that will cover : 
• The need for customized local menus. 
• Discounting the usual franchising fee due to the size of their investment.
• Opening dates.

Needs to communicate that spontaneous meetings are not an option if decision making is required. 

Believes further research about 
the supply chain is necessary to 
determine whether an earlier
launch date is an option.

Participant A : Freshies representative Wants to hold a 
meeting to discuss 
changes in menu and 
contract conditions.

Wants to arrange a date for 
regular telephone meetings 
with status updates.

Wants to change the menu to appeal to local tastes 

by adding new flavors and products that are more 

similar to European favorites.

Participant B : Grönemeyer representative

Can only hold meetings 
on Tuesdays mornings, 
Thursdays evenings, 
and Friday afternoons.

FORMAL

INFORMAL

How would a formal meeting be different to an
informal meeting in this senario? 
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Organizing a meeting
 Was the purpose of the meeting set in advanced?
 Was the desired outcome shared between all parties?
 Was there a list of attendees and their roles? Was the agenda agreed on and shared before the meeting?

 Do all participants know of what materials they need to prepare?
Meeting preparation
 Was a meeting time set in advance?  Have all parties been informed of the meeting time?

 Was it decided who would make the call?

Meeting procedure 
 Did someone outline what will be discussed? Were topics gone through in order? Were relevant documents printed out for easy viewing during the meeting? Was the desired outcome defined? 

Effective meeting language Were ideas supported with evidence? Was sufficient time given for questions?  Were contributions relevant?

Meeting follow-up
 Was everyone prepared for the meeting? Was the call connected at the agreed upon time?

 Was the meeting’s goal achieved? Should anything be added to the next meeting’s agenda?
Telephone meeting tactics Were all points clearly conveyed? Was it clear who was speaking? Did anyone ask for clarification regarding names and other details?

 Were any environmental distractions and background noise dealt with?

Always say who is calling.
Most Western European
cultures expect callers to 
identify themselves at the 
start of a conversation. 

Tips!
Germans are reluctant 
to make important 
business decisions over 
a single phone call. They 
may expect decisions 
to be formalized with 
many follow up calls or 
faxes.

""EffectiveTelephone MeetingChecklist
21
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