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Global Meeting Fix Kit

Quick Checklist + Friction-Reducing Phrases

Use this as a 1-page guide before, during, and after global meetings.

A. Before the Meeting

Clarify purpose

o Oneline: “We’re meeting to decide / align / generate options on...”
Define outcomes (1-3)

o e.g., “Agree next steps & owners for X.”
Choose time fairly

o Rotate time zones when possible; acknowledge hardship slots.
Send agenda (24+ hours ahead)

o Topics +owner + time + label each: Info / Discussion / Decision.
Share materials in advance

o Highlight key sections: “Please review slide 5-7.”

o Invite written questions ahead.
Clarify decision style

)

o “Today’s goal: decide on X.” or “Today’s goal: gather input; decision later.”

B. During the Meeting

Open with clarity
o Restate purpose, outcomes, agenda.

o Confirm roles: facilitator, decision-maker, note-taker.
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¢ Slow down key points

o Speak slightly slower; pause.

o Summarize: “Let me restate that briefly...”
o Make space for all voices

o Invite by name: “I’d like to hear from...”

o Encourage chat + written follow-up.
e Checkunderstanding often

o Ask: “What questions do you have?” (instead of “Any questions?”)
o Make decisions explicit

o State clearly: what was decided, who owns what, by when.
e Confirm clarity

o Ask: “Is anything about the decision or next steps unclear?”

C. After the Meeting
e Send a shortrecap (same day or within 24 hours)
o Purpose, key points
o Decisions
o Next steps + owners + timelines
¢ Invite corrections
o “IfImissed or misunderstood anything, please reply so we can adjust.”
e Check for hidden friction (when stakes are high)

o 1:1 follow-up with key people:
“How did that meeting land for you? Anything we should change next time?”
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10 Phrases to Reduce Cross-Cultural Friction
You can use or adapt these in global meetings and follow-ups.
1. “To be sure | understood you correctly, are you saying...?”
2. “lI may not be explaining this clearly. Let me try again more simply.”
3. “From my perspective, | see it this way... How does it look from your side?”
4. “I’d like to offer a different view, and | respect that others may see it differently.”

5. “This is important, so | want to be very clear. The decision we’re making today

is...

6. “Before we move on, is there anyone who disagrees or has a concern we
haven’t heard yet?”

7. “Ifit’s easier, you’re welcome to send additional thoughts by email after the
call.”

8. “What would make this plan more realistic from your location or perspective?”
9. “Let’s capture this as a next step: who will do what, and by when?”

10. “If any part of this felt unclear or uncomfortable, please tell me so we can
adjust next time.”



