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 Setting the scene… An ‘open’ or ‘closed’ style will dictate the manner of interaction.  

Getting Attention 
Ok.  Are we all here? Let’s get started. 
 
Welcoming the participants 
Good morning, everyone.  Thanks for coming today.  Have you all got a copy of the agenda? 
 
Introducing yourself and others … if necessary 
I know I’ve met some of you before, but for those I haven’t, my name’s ... and I am the (position) at 
(company).  I’d also like to introduce Yoana.   
Yoana, would you like to say something about yourself? 
 
Introducing the purpose of the meeting and agenda 
The aim of the meeting is to decide/ agree on ...  You’ll see from the agenda that … 
 
Starting on the first point 
Ok, Ivan would you like to start off by introducing / explaining / describing … 
 
Managing the meeting…more heads are better than one so involve participants and listen twice as 
much as you speak - the reason you have two 2 ears and 1 mouth. 
 
Asking for opinions and involving people 
Did you want to talk about…?  What’s your view on this …?   
Does everyone agree that we …? 
 
Suggesting and recommending 
How about …, Why don’t we …, We should, … 
I think we should consider…noun / verb+ing.  It’s worth verb+ing 
 
Summarising, paraphrasing, checking understanding 
Can I just summarise what we’ve agreed so far? 
Let me see if I understand / So, what you’re saying is…?  In other words, you mean…? 
 
Agreeing and disagreeing 
Exactly.  I really like that.  That’s a good idea.  That might be worth trying. 
I’m not sure about that because…, Don’t you think it would be better to….  

 
Closing… Look for consensus, conclude and state further steps 
So, the general consensus is … 
Right, so we’ve decided … 
What we need to do now is… I believe the next steps are to … 
 
Thank everyone for ideas and participation 


