Meeting process - 6 Steps
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1. AGENDA:

· What you want people to get out of the meeting

· Specific and Global Agenda

a. Nature/ program/timing/costing

· Introductions/background

· Service provided

· Types of Business

· Location

MAKE A LIST OF THE THINGS THEY WANT

2. POSITIONING

Meeting

· How long have you got today – timeframe?

· Tell them what you going to be doing today

· Open, Honest, Questions

Position your business

· What do you know about my business

· How did you come to meet me

3. INFORMATION FIND

Identifying the needs = value

· Type of business

· Number of workers

· What’s going on for you

4. PRESENTATION

Solution to their needs

Tell them about me/Adults learn by pictures

Feeling things = knowing

“Give solutions – How would It feel like if your safety solution were in order”

Draw /Then show programs

5. SUMMARY

Check in around the agenda

Any questions you need to ask

What Next

6. CLOSE

· Next Meeting

· End Of Meeting

