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Pre-meeting
checklist
before your
next client
meeting
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relationship

mapping
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Understand your
client’s business
and industry,
recent news,
competitors
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(3) Cultural and
etiquette
awareness
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O Meeting
logIsticCS
Arrive early for
the meeting,
prepare
materials, bring
pbusiness cards
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O Presentation &
materials
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O Questions &
active listening
Ask open-ended
questions to
Invite dialogue,
uncover deeper
Insights about
the client’s needs
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W Strategy &
engagement
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O Post-meeting
follow up
Decide who will
follow up, draft
thank-you/
recap note
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ELEVARE ASIA CONSULTING PTELTD

Connect with us

Instagram

Delivering Asia relevant business development and marketing
strategies for professional services firms and law firms.



