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The Meeting Mastery
Workbook
Turn your next client meeting into decisions and action, not just another page
of notes.

Three tools you can use in your very next meeting. Built for consultants and property professionals who run
a lot of conversations and need every one of them to move something forward.

A short, practical extract from the full workbook



WHERE MEETINGS LEAK VALUE

Good conversations, then nothing moves
Most meetings end with goodwill and a vague sense of progress. Everyone nods, someone says
they will circle back, and the room empties. Two weeks later the deal, the project or the appraisal
has not moved. The value was created in the room. It leaked in the gap between the conversation
and what actually got done.

Notes do not fix this on their own. Notes record what was said. They do not decide who owns what,
by when, or why it matters. These three tools close that gap. Print this page, or keep it open, and
use them in your next meeting.

Tool 1

The three question meeting filter
Run this before you send the invite. If a meeting cannot answer all three clearly, it is a message or a shared
document, not a meeting.

1. Does this genuinely need a live conversation, or could a message or short document do the
same job?

2. What single decision or outcome must exist by the time we finish the call?

3. Who owns the follow through, and do they know it yet?



Tool 2

The decision to action capture
This is the single habit that changes the most. During or straight after the meeting, capture every
decision as a line with an owner, a due date and one line on why it matters. A decision with no
owner and no date is a wish. Fill the rows below in your next meeting.

Decision made Owner Due Why it matters

Worked examples
Consulting scoping call. Decision: proceed with a fixed price phase one. Owner: you. Due: proposal to client
by Thursday. Why: client wants certainty before budget sign off closes this month.
Vendor appraisal. Decision: list at the agreed guide with professional photography. Owner: vendor to
confirm, you to book. Due: photos Tuesday, live Friday. Why: two comparable listings launch next week and
we want to be first to market.



Tool 3

The five line follow up
Send this within the hour, while the meeting is still warm. Five lines is enough. It confirms shared
understanding, locks in ownership and quietly sets the next step. Draft yours here.

Purpose One line on what the meeting was for.

Decisions What we agreed.

Actions Who does what, by when.

Open questions Anything still unresolved.

Next contact When and how we speak again.

Doing this by hand every time is a lot
You do not have to. Notewright is a paste first workspace. Paste the transcript from whatever tool you
already use, and it drafts the decisions, the actions with owners, and a follow up you can edit and send. It is
capture agnostic, so it never sits inside your meeting or competes with the platform you run calls on. You
stay in control of every word before it goes out.



GO DEEPER

Inside the full Meeting Mastery Workbook
These starter pages are a small slice. The full workbook is a practical system for making every
meeting earn its place in your week. It covers:

• Designing the agenda so the outcome is decided before anyone joins.
• Running the room and keeping a conversation on purpose without being the person who kills the
energy.
• Decision hygiene, so agreements do not quietly dissolve the moment the call ends.
• Follow through systems that turn talk into tracked action every single time.
• The meeting free alternatives, and knowing when a message, a document or an async update
beats a live call.
• A templates library you can reuse for scoping calls, appraisals, reviews and client updates.

Want the full workbook and the workspace?
The full Meeting Mastery Workbook, the live workshops and the paste first workspace are in
preparation. Join the early list to be first to know when they open, and to help shape what gets built.

This extract is free to read and share. Pricing for paid products is not yet open and will be confirmed before anything can
be purchased.


