
9 Business communication skills:
meetings and negotiations

9.1 Opening the meeting
Focus Thinking about how to open a formal meeting
Level Intermediate – Advanced

Procedure
1 Write on the board:

Opening a formal meeting: what does the chairperson have to do and say?

2 Brainstorm ideas with the class for a few minutes, and write them
randomly on the board. In Box 34 are some ideas.

Box 34 The chairperson’s role at the start of a 
meeting

Getting everybody’s attention
Welcoming everyone and thanking them for coming
Checking everyone has a copy of the agenda and other documents
Mentioning when the meeting has to finish
Mentioning any coffee breaks, where the toilets are, etc.
Introducing new colleagues
Reviewing any tasks done since the previous meeting
Giving background information
Explaining the objectives of the meeting
Referring to the agenda
Asking somebody to introduce the first item

3 Ask students to put the ideas on the board into a possible sequence.
(Note: The ideas in Box 34 are in a possible sequence, although of course
variations are possible.)
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