Conducting Professional Internal Business Meetings

Lesson Objectives:
Students will learn how to run a professional internal team meeting by practicing:
· Setting a clear meeting agenda
· Assigning roles
· Following meeting etiquette
· Taking simplified meeting minutes
· Making decisions and assigning action items


Discussion
· What makes meetings effective or ineffective?
· Why do teams hold internal meetings?
· What problems happen in meetings?

Bad meeting: https://www.youtube.com/watch?v=-HZdU_VQvDI
Good meeting: https://www.youtube.com/watch?v=-jUtbP6SlSQ&t=10s 


What a Good Meeting Looks Like
Before the Meeting:
· Agenda prepared
· Roles assigned

During the Meeting:
· Opening: purpose and expected outcomes
· Short updates
· Discussion
· Decisions
· Action items recorded

Ending the Meeting:
· Review action items
· Confirm responsibilities and deadlines

 


Meeting Agenda
Meeting Purpose:
Date & Time:
Leader:
Recorder:
Timekeeper:

Agenda Items:
1.
2.
3.
4.

Expected Outcomes:
–
–



Meeting Minutes
Date:
Leader:
Recorder:
Timekeeper:

Summary of Discussion:
–

Decisions Made:
–

Action Items:
Task — Person Responsible — Deadline



Role Assignments
Leader
· Opens the meeting
· Keeps the team focused
· Guides each agenda item
· Ensures decisions are made

Timekeeper
· Monitors time
· Alerts the team when a topic is running long
· Ensures the meeting ends on schedule

Recorder
· Takes notes
· Captures decisions
· Records action items and deadlines

Business Plan Revision Meeting

Scenario:
Your team has an existing business plan. Some aspects of your business model have changed—such as pricing, target customers, product/service offerings, marketing strategy, or operations.

Your task is to:
1. Review the current business plan section by section.
2. Identify which parts need updates or changes.
3. Agree on specific revisions.
4. Record all decisions and action items.

Suggested Agenda Items:
1. Review: Mission and Vision
2. Review: Products/Services
3. Review: Target Customer Profile
4. Review: Marketing Strategy
5. Review: Operations & Workflow
6. Review: Revenue/Pricing
7. Decisions on Revisions & Next Steps

Expected Outcomes:
· A list of plan sections needing revision
· Agreed-upon changes
· Assigned responsibilities
· A timeline for completing revisions


Reflection Questions:
· What helped the meeting flow smoothly?
· Where did discussion get off-track?
· Did the Leader guide effectively?
· Was the Timekeeper helpful?
· Did the Recorder capture important details?

Summary
You should conclude:
· Clear agendas save time
· Defined roles improve focus
· Meetings need purpose
· Recording decisions prevents confusion
· Action items are the true output of a meeting
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