
How To:
Prepare
For An

Awesome
Meeting



Introduction

Finding your target or perspective customers 
can be a challenge. Once you find them and 
interactive with them, you likely will request 
some sort of meeting. As you prepare for the 
meeting, the more you do up front the more 
likely the prospect will see how detailed and 
consistent you are and will have a better posi-
tive reaction to your meeting. Before you Pre-
pare For An Awesome Meeting be sure to 
follow these steps to maximize the outcome 
you want. 

You’ve got a great meeting with someone, 
and you are super stoked about it, and that’s 
awesome. It’s someone that is probably a 
target customer, but you don’t know a lot 
about them, and you forget to discuss a lot of 
the things that you want to talk about before. 



The Agenda

In the event you forgot to setup an agenda or 
set a meeting with out any understanding of 
what your prospect may be in need of, no 
worries, you can email them during your fol-
low-ups to collect information before hand. 

Before or once you set up the meeting, you 
can send to them an agenda which is a bullet 
point of what you want to go over. It could be 
the presentation. It could be the presentation 
plus feedback. It could be a lot of different 
things. What I recommend is saying that you 
know you’re excited.

“Hey Mr. or Mrs., I’m exciting about meeting you on 
date, and I just want to give you an agenda that has 
bullet points that we’re going to talk about this. I 
know that your time is very valuable, so I plan to 
follow this outline unless otherwise directed by our 
conversation. But before our meeting in a few days, 
I’d love to know the top three things that you stress 
about or problems with you in your industry.” So 
maybe it’s with videos. So you say, “How is video not 
helping you?” Or, “How is your social media not 
affecting you? What are the three things that are 
keeping you up at night? Did you try to fix it?” And, 
“What are you looking for out of this meeting with 
me? Thanks, and have a great day. “What have you 
done with video in the past and failed at?” or “Have 
you even tried it?”



Why?

Your goal is to receive as much information 
from these people as possible. Ultimately, the 
more information you get out of them before-
hand, the more context that you have for your 
conversation.

It’s likely they’re coming to you not because 
they want to buy your stuff, but because 
you’re an expert in that field, and then you 
can pitch to them something. They don’t nec-
essarily know exactly what you do, and you 
might not exactly know what you can do for 
them because you don’t know what they’re 
looking for. So maybe it’s using the exact 
platform you have. Maybe it’s tweaking a little 
bit. It could be a multitude of different 
things. But really, trying to get as much infor-
mation out of them as possible beforehand 
could really allow you to put together a really 
nice synopsis and slide deck, and have a con-
versation with them beforehand.

Back to the video example. Do they even un-
derstand how video can help them? or if they 
understand what video is doing for online 
traffic today?

So explain to them . . .  make sure that they’re 
self-aware on why video can help them too. 
There is nothing the matter with sending 
article or examples before hand that can edu-
cate them more on a topic. 



3 Ways To Stand out
Before a Meeting

Send a schedule request

Follow-up 3 days before
with an agenda

Day before or day of 
reminder



As soon as you confirm a meeting, send a 
schedule request. You can do this on multiple 
email providers, Gmail, iCloud, Microsoft Ex-
change and many more. If you have an 
agenda ready, add it to the request, if not add 
it once you have it. 

As you can see in the image above, I have 
created the calendar request and detailed as 
much as possible. I like to make my subject 
lines as my goals. Meaning, what do I want 
the end result to be. I have added the agenda 
and where the meeting will be. This will 
pop-up on both the guests email but also on 
their calendar. 

Send A Schedule
Request



Let’s assume you set up this meeting 14 days 
before hand. After you have received confir-
mation, you want to create and agenda. The 
worst thing you can do is have a meeting with 
someone and not have an agenda. An agenda 
can help you stay on topic and to be con-
scious of time. While many call me crazy, I 
like my meetings to be no longer than 15 min-
utes. Now, I know at times this changes, but 
this allows me to set a standard and hit the 
points I want instead of rolling off of topic. 
You should try it. Ask them:

What are [prospects] current problems or 
pain points?

What solutions are they using?

What are the paying for these tools?

What is [my company]?

What can we offer you?

Next Steps?

Once you have completed this agenda, follow 
up with prospect or current customer and let 
them know you are looking forward to your 
meeting and share with them the agenda. 

Follow-up 3 Days
Before With An Agenda



As your meeting date gets closer, send a 
quick email reminder of your meeting. A 
simple, see you on date at time at location 
and a pdf of your agenda will do. If you have 
had several conversations with a prospect 
before hand, you can pass on this last step. 
Remember, I like my messages to be similar 
to a text message, simple and easy to com-
prehend. 
 

Now, the hard work. Set up a meeting and 
follow these steps to prepare for an awesome 
meeting! 

Day Before or Day Of
Reminder
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