
 

SalesGym Concept Overview 
Opening the Meeting - Agendas 

 
 

Overview 
Every sales call or business meeting starts with a moment or two of preliminary pleasantries and 
then a transition into the meeting itself.  It is tempting to approach this step somewhat casually, 
but generally speaking, this is a mistake.  Whether it’s the first meeting with a prospect, or the 
20th meeting with a trusted partner, an appropriate agenda at the beginning of the call or 
meeting sets the stage for an effective interaction and projects the impression that you are a 
competent and effective professional to do business with.  

 
Some Thoughts on Preliminary Pleasantries 
It’s easy to overlook those first few minutes that start virtually every business meeting, but 
preliminary pleasantries are EXTREMELY important.  Ideally: 
 

  ✓ Ask interesting, non-threatening questions and listen 

✓ The less we talk the better:  

“Seek first to understand before trying to be understood” -Stephen Covey 

✓ Look for easy areas to talk about 
❏ Where they’re from and how they got to where they’re currently living? 
❏ Hobbies and interests…what do they like to do for fun? 
❏ Where they’ve traveled and where they’re planning or would like to travel? 
❏ Their family…kids…what do they like to do? 
❏ Sports teams they like and follow? 

✓ The transition from preliminary pleasantries is a great opportunity to bring up a 
thoughtful and genuine observation or strength 

✓ Be genuinely curious.  People can often tell when you really want to know more about 
them or when you are simply going through the motions 

 
 

4 Steps of Opening The Meeting (After Preliminary Pleasantries) 
Top performers often use a common structure to open each meeting with a nice agenda:  
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Project Confidence and Professionalism 
Your first few moments of a meeting set the tone and dramatically impact how your client or 
prospect views you.  Mastering these steps will create more productive meetings and allow you to 
spend time on what matters in your conversations.  
 

 

Step 1 - INTRO 
As you make the transition out of preliminary pleasantries, a proven strategy that helps 
your meeting start in a very positive way is to begin with a strength-oriented 
observation or compliment, said in a genuine and thoughtful way.  It shows that you’ve 
done your homework or been observant and immediately injects some positivity into 
the meeting right from the beginning. 

 

 

Step 2 - AGENDA 
Once you’ve started strong, now you should organize the meeting and make sure 
everyone in attendance is clear on exactly what you’ll cover and how you’ll do it.  A 
general guideline for laying out agenda items is to keep them crisp, short and 
organized.  Saying phrases like First, let’s discuss...then Second, we’ll review...and 
Finally, let’s finish with… helps others clearly understand the flow of the meeting. 
Focus primarily on what’s important to the person you’re meeting.  Less of what you 
want to talk about and more of what’s important to your prospect/customer. 

 

 

Step 3 - INPUT 
This is one of the most overlooked, yet critical components for success in opening your 
meeting.  In this step you gain agreement by asking the prospect or client what else 
they’d like to add to the agenda.  You genuinely want your prospect or customer to 
speak up here and help shape the meeting...so asking a question that generates actual 
input is important, rather than getting simple acceptance (i.e. “What else would you 
like to see us discuss” vs “Does that sound like a good plan?).  Watch for how this is 
done in the written examples.  

 

 

Step 4 - Transition 
Finally the last step is to quickly and confidently move to your first agenda item.  Here 
are some common topics you may transition into: 

● A question you ask the prospect/client - or - 
● A brief overview of how your company helps clients - or -  
● A personal introduction 

 

What to do next… 
Now that you understand the concept, the next step is to look at some specific examples that 
top communicators in your company use when interacting with customers. 
GO TO YOUR COMPANY’S EXAMPLES 
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