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Student Handout
The meeting will be chaired by the leader of the project team. When the meeting is over, the two teams will switch roles and run another meeting. Read the fact sheets to familiarize yourselves with the situation, and prepare for the meeting with this handout.
Meeting rundown
The meeting will be chaired by the leader of the project team and will last 20-25 minutes. When the meeting is over, the two teams will switch their roles and run another meeting.
Follow the rundown below:
· Starting the meeting (2 mins)
· Chair welcomes client team and introduces members
· Client team leader introduces members and organization

· Main Discussion (15-20 mins)
· Project team asks questions about the client’s problem 
· Client team asks questions about how the problem can be solved and about the team’s experience

· Ending the meeting (3 mins)
· Client team suggests developing a blueprint and how to follow up
· Chair summarizes decisions reached, e.g. what to be done for the design

Preparing questions
Read the fact sheets to familiarize yourselves with the situation, and prepare questions with this handout.
In the boxes below, list out questions to ask the other team in the meeting. You can also jot down questions during the meeting. Every member in the team should have equal chances to raise and answer questions. 
Some useful language expressions and sample questions are provided below. Adapt them to your own needs.
At the start of the meeting 
To open the meeting:
· Thank you for coming today. Shall we begin the meeting by introducing ourselves?
To list out the items of discussion:
· So, there are a few things to discuss today. First is what the potential project is about. Second is what the cost or budget will be. And, if both teams agree to start the project, we will cover what is expected in the blueprint of the design. Then, we will end by deciding on the date of the next meeting. Is that okay with everyone?

During the meeting
To ask for clarification:
· You’ve just said … Do you mean…?
· I’m not sure if I understand. Can you explain that in more detail?
· What do you mean by …? 
To explain information:
· Oh, what I mean is… 
· What I want to say is…
To obtain information from the client team:

· Could you briefly tell us about your organization / company? 
· What is the need / situation / problem your company is facing at the moment?
· How can we help you? 
· What do you want us to design / develop / install?
· Are there any specific requirements for this project / solution?
· How big is the scale of the project? Can you give us more information about your … (e.g., land, building, mall, car parks, student housing, residential estate, etc.) ?
· What is your budget like?
Additional questions:





To consult with the project team:    
· Right now, the situation our organization / company is facing is … Do you think your firm can meet our needs / help us solve the problem?
· If we were going to hire you to design / develop / install … (e.g., a battery, a robot, a lighting system, etc.) for us, how long do you think the project / work would take?
· Could you give us a rough estimate on the cost for the project / solution?
· What types of service would the cost cover?
· Does your firm have any related experience in the past? 
· Have you developed similar products for other organizations before? What are the organizations?
· Could you provide a blueprint of the design / solution for us? 
Additional questions:








At the end of the meeting
To conclude the discussion:
· Is there anything else we need to cover?
· Are there any more questions / concerns?
· Right, let us summarize the key points of today’s discussion. First, …
· When shall we meet up again to discuss the blueprint? What date would be the best for you?
To end the meeting:
· Thank you all again for coming. Let’s keep in touch. See you in the next meeting.


1
Modified by Esther Leung
