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Professional meetings begin long before you walk into the 
room. Preparation demonstrates respect for the other par-
ty’s time and shows that you take the meeting seriously.

Preparation, Presence, and Respect

    Success in business meetings rarely comes from 

improvisation. It comes from preparation, aware-

ness, and respect for the people in the room. Wheth-

er meeting in person or over video, professionals 

who prepare their route, understand the purpose of 

the meeting, arrive early, listen carefully, and treat 

every participant with respect consistently stand 

apart from the rest. 

    The following practical guidelines are simple hab-

its that signal professionalism, build trust, and help 

ensure that every meeting moves toward a clear 

outcome.

Introduction

Preparing for the Meeting

If you are not completely sure of the location, consider 
driving the route the night before. This allows you to famil-
iarize yourself with construction, detours, and the general 
driving path. It also helps you estimate realistic travel time, 
which is often much longer during rush hour.

While scouting the area, note the appropriate entrance, 
parking locations, and any nearby coffee or food options 
where you might meet beforehand or wait if you arrive 
early.

If security personnel see you or if someone you are meet-
ing happens to notice you the night before, it is rarely an 
issue. In fact, it simply shows preparation.

Always aim to arrive early. Being late signals disrespect 
for the other party’s time. If circumstances beyond your 
control will make you late, notify the other party as soon as 
you realize it. Professionals communicate delays immedi-
ately.

Dress slightly more formally than you think necessary. It is 
far better to be a little overdressed than too casual.

Bring everything you may need: 

•	 Enough copies of your presentation for everyone attending, 
plus extras

•	 Clean, crisp business cards
•	 Notepaper for detailed notes
•	 At least two writing instruments 

 
    In some cultures, business cards carry particular impor-
tance. In Japan, for example, the business card is often seen 
as an extension of one’s professional identity. 
 
    Finally, be clear about your role and the goal of the meet-
ing before you arrive. Know why you are there and what 
outcome the meeting should produce.
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    First impressions often form within seconds, and small details matter. 

The way you greet someone, carry yourself, and engage during intro-

ductions immediately communicates professionalism and respect.      

    These early interactions set the tone for the meeting and can strongly 

influence how others perceive your confidence, credibility, and atten-

tion to detail.

First Impressions 
Matter

When someone enters the room whom you have 

not met before, stand and greet them. If appropriate, 

offer your business card at the proper time during 

the introduction.

Provide a firm but respectful handshake. For men, 

avoid both the overly aggressive grip and the weak 

“wet noodle” handshake. For women, offer a gentle 

handshake when appropriate. As always, read the 

room and adjust your approach to the situation.

Repeat a person’s name back after hearing it, and 

write it down as soon as possible. If a name might 

have multiple spellings, ask how it is spelled. If you 

did not clearly hear the pronunciation, politely ask 

them to repeat it so that you can get it right.

People appreciate this effort because it shows 

respect and genuine attention.
Remember that there are no unimportant people.

Avoid actions that could unintentionally signal 

disrespect. For example, do not immediately wipe or 

wash your hands after shaking hands with some-

one. While it may be unintentional, it can easily be 

perceived negatively.

If you collect business cards from multiple par-

ticipants, place them on the table in the order 

people are seated or create a quick reference 

sheet so you can easily remember names during 

the discussion.

Silence your phone before the meeting begins 

(or better yet, don’t bring it.) and/or keep it out 

of sight unless it is required for the discussion.
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Once the meeting begins, focus on awareness, 
listening, and professionalism.

    Once the meeting begins, professionalism is re-
flected in how you communicate, listen, and engage 
with others in the room. Clear communication, active 
listening, and thoughtful participation help keep the 
discussion productive and respectful. 
    The habits above help ensure that the meeting 
stays focused and that every participant feels heard 
and valued.

Professional 
Conduct During 

the Meeting

At the start of the meeting, confirm how long 
key attendees are available to participate. 
This helps ensure that important topics are 
addressed while decision makers are present.

If you arrive early and are waiting for others 
to join, simple conversation topics such as the 
weather can be helpful. The weather affects 
everyone, is rarely divisive, and can help 
establish a relaxed tone without becoming 
intrusive.

Speak clearly with confidence and a positive 
tone. Avoid trailing off at the end of your 
statements.

Avoid speaking over others. Listen carefully 
and encourage participants to share their 
thoughts. Understanding their perspective 
is far more valuable than simply telling them 
what you know.

Take detailed notes during the meeting. 
Capture tasks, decisions, action items, own-
ers, and due dates. Flag these clearly in your 
notes so they can be reviewed later.

It is perfectly acceptable to say you do not 
know the answer to a question. Simply 
acknowledge it and commit to following up 
with the correct information.

And when you receive a clear “yes” during 
a sales discussion, stop selling. Nothing 
improves after that point, and continuing to 
push can sometimes talk you out of a deal.

Professional Conduct During the Meeting
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    Professionalism is often reflected 
in the small details that show re-
spect for others and their environ-
ment. Simple gestures, awareness 
of surroundings, and consideration 
for everyone present contribute to a 
positive and respectful atmosphere. 
    These habits reinforce profession-
alism and help build lasting profes-
sional relationships.

Professional Courtesy

Small gestures of respect can make a lasting 

impression.

Always respect the property and environment 

of the organization you are visiting. Walk on 

sidewalks and designated paths rather than across 

landscaping or grass.

Be mindful that every person present con-

tributes to the organization in some way. 

Treat administrative staff, assistants, security 

personnel, and junior team members with 

the same respect you would show senior 

leadership.

Professionalism is measured not only by 

what you say, but by how you treat everyone 

around you.
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Many of the same principles apply to video meetings, 
but a few additional considerations are important.

    While many of the same principles 
apply to video meetings, the virtual 
environment introduces additional 
considerations. Preparation, techni-
cal readiness, and awareness of how 
you appear on screen all contribute 
to a professional and productive 
discussion. 
    With a few simple habits, video 
meetings can be just as effective 
as in-person conversations.

Video Meeting 
Considerations

Never wait until the last minute to connect to the 
meeting platform. Log in early so that any technical 
issues can be resolved before the meeting begins.

If the video platform is new to you, install and test it at 
least a day in advance.

Ensure that you know how to share your screen and 
present your materials. If you send a digital version of 
your presentation beforehand, consider sending it as 
a PDF. PDF files are smaller, cleaner to view, and more 
difficult to alter or copy than editable presentation 
files.

When presenting, use your original presentation soft-
ware if possible so animations and formatting display 
correctly.

Be mindful of your background. It should be clean, 
orderly, and neutral. Avoid political imagery, distract-
ing environments, or items that could be interpreted as 
commercially competitive.

Finally, watch for subtle cues. Participants may unmute 
themselves, raise a hand, or use visual body language 
to signal they wish to speak. Staying attentive to these 
signals helps maintain a smooth and respectful discus-
sion.
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Before concluding, review the action items captured in your notes. Confirm responsibilities, owners, 
and due dates with the group. During the discussion, responsibilities may have shifted or timelines 
may have changed, so verifying them ensures everyone leaves with the same understanding.

    A well-run meeting should end with clarity and 
shared understanding. Taking a few moments to 
review key decisions, responsibilities, and next steps 
ensures that everyone leaves the meeting aligned 
and prepared to move forward. 
    A clear and professional conclusion helps to 
not only bring clarity, but also to turn 
discussion into action.

Closing The 
Meeting

Clearly identify the next steps and determine when the group will reconnect.

As the meeting concludes, try to say goodbye to each person individually using their name. Avoid 
getting someone’s name wrong, as this can leave a negative final impression.

Within 24 hours, consider sending a brief follow-up summary confirming the decisions made, the 
assigned responsibilities, and the agreed timelines. This reinforces professionalism and ensures 
accountability.
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