EFFECTIVE MEETINGS
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 Opening a meeting

Starting

Let’s get down to business.

We’d better start.

OK, shall we make a start?

Right, let’s begin.

Welcoming

We’re very pleased to welcome…

It’s a pleasure to welcome…

I’d (particularly) like to welcome…

I’d like to start by welcoming…

Introducing

I’d like to introduce…

I don’t think you’ve met…

Can I introduce…?

Stating purpose/objectives/aims

We’re here today to…

Our aim is to…

I’ve called this meeting in order to…

The purpose of this meeting is to…

By the end of this meeting, we need…

Process

I suggest we go round the table first.

I’d like to hear what you all think before we make a decision.
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 Linking items and ideas

Opening an item

Let’s start with…

Shall we begin with…

So, the first item on the agenda is…

…, would you like to start?

…, would you like to kick off?

…, would you like to introduce this item?

Closing an item

Right. I think that covers the first item.

Shall we leave that item?

If nobody has anything else to add,…

Setting the agenda

As you will see from the agenda…

Have you all seen a copy of the agenda?

I suggest we take this item first/next/last.

There are three items on the agenda.

I suggest we take them in this order.

Could we take… first?

… will come up under item 3.

Is there any other business?

Timing

This should take about two hours.

The meeting is due to finish at…

We’re short of time. So can I ask you to be brief?

I’d like to keep each item to ten minutes, otherwise we’ll never get through.

I would like to aim for a three o’clock finish.

I would like to finish by four o’clock.

Defining roles

…could you take the minutes?

…has kindly agreed to give us a report on…

…is going to take us through…

…, I  wondered if you’d like to tell us something about…?

Next item

Let’s move on to the next item…

The next item on the agenda is…

Now we come to the question of…

Moving off the point

This might be a good point to mention…

It’s not on the agenda, but…

By the way,…

Referring forward

We’ll come to that later (under item3).

That point is coming up in a moment.

Referring back

As we said earlier,…

Keeping to the agenda

Can we just deal with…?

Let’s just deal with…

Can we come to that in a moment?
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 Interrupting, commenting, and resuming

Interrupting

Excuse me. May I interrupt?

Just a moment…

Can I say something here?

John, sorry…

(Using someone’s name is a good way to get their attention)

Commenting

Yes,…

          That’s interesting.

           That’s a good point.

           I see what you mean.

Emphasizing

I’d like to point out…

Let me emphasize…

Can I just draw your attention to..?
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 Questioning and clarifying

Probing questions

What exactly do you mean by…?

I’m not sure I really understand…

Could you go into more detail about…?
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 Opinions and reactions

Asking for opinions

What do you think?

Peter? (rising intonation)

What’s your opinion?

Postponing/Moving around

Shall we skip the next item?

I suggest we take that up at another meeting.

Finishing what you want to say

Just let me finish/

I’ll come to that in a moment.

I haven’t finished what I was saying.

No, wait a moment.

May I just finish?

Considering alternatives

Have you considered…?

What about…?

There’s another way of looking at this.

… is worth considering.

Referring

You said…

You know what you said about…

Somebody mentioned…

Reflective questions

So you’re worried about…?

If I understand you,…

Giving opinions

I think/believe/feel…

In my opinion, we should…

In my view…/My view is…

Commenting on opinions

That’s a good idea/ an excellent idea.

That’s very interesting.

I’m sure we’d all agree with that.

That’s a very good point/an important point.

Clarity of ideas

I don’t see what you are getting at.

I’m not sure what you mean.

I’m not sure what you’re saying.

It’s not clear what you mean.
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 Agreeing and disagreeing

Total disagreement

I totally disagree.

I couldn’t agree less.

You must be joking!

Wait to be convinced

I can see what you’re getting at.

There are two sides to the argument.

On the one hand… on the other…

I’m not sure/convinced about…

I just think we need more time.

Limited agreement

I agree, but…

I’m not against it, but…

Yes, I am with you.
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Summarizing, clarifying, and closing

Completing the agenda

Right, it looks as though we’ve covered the main areas/main points.

I think that just about covers everything.

Is there any other business?

Is there anything more to discuss?

Relevance of ideas

We’re missing the point.

We’re getting off the point.

He/she has a good point.

Problems of time

We’re rather short of time.

I’m afraid we’re running out of time.

We’ll have to leave that to another time.

Giving someone the opportunity to speak

We haven’t heard from Peter.

Cam we hear what Sylvia has to say?

Just let Thomas finish.

Total commitment

I’m 100% behind you.

I entirely agree with you.

I couldn’t agree more.

Responding positively

That’s marvelous

That’s great.

That’s fine.

Responding neutrally

OK.

All right.

I see your point.

I understand your concern.

Responding negatively

That’s crazy.

That would be a disaster.

Summarizing

Before we close, let me just summarize the main points.

Shall I just go over the main points?

So, to sum up…

Agreeing and assigning actions

So, what’s the next step?

Ann, could you let us have a report…?

David has agreed to look into…

So, Nina, you’re going to write up…

Basically, I’d like you to…

Asking for clarification

Could you just explain/clarify…?

I’d like to clarify one thing.

Ensuring that everything is clear

OK. Is that clear?

Let me just clarify one thing.

Do you all see what I’m getting at?

So, I hope everything’s clear.

Obviously,…/Clearly,…

Closing the meeting

Let’s stop there.

I’m afraid we’ll have to finish here.

I declare the meeting closed/ (Formal)

Let’s call it a day. (Informal)

Useful verbs

	To clarify
	To write up

	To explain
	To interpret

	To put (something) another way

	To recap (on something)


Useful nouns

	A summary
	A decision

	A report
	An outcome

	A write-up
	A recommendation


