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Meeting Planner 
 

Company 
Name: 

 Meeting 
Date: 
  

Tenant   
Name: 

 Tenant 
Title :  
 

 

 
Type of Buyer: Please circle (as appropriate) 
Results-Oriented / Rational / Empathetic / Energetic 
Champion / User Buyer / Technical Buyer / Economic Approver (CUTE) 
 
Please tick (as appropriate) 

 High Inner Circle Medium Low 

Degree of Influence     

 
Areas of Interest: 

Personal 
 

 

Business 
 

 

 

Meeting Objectives Planned Questions: 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

 What are your objectives for the meeting? 

 What is the tenant’s need? 

 What do I need to do to help the tenant 
and align our interests? 

 What value can I provide in the meeting? 

Situation: (Fact-finding / Exploring) 

____________________________________________ 

____________________________________________ 

____________________________________________ 

Need: (Identify Problems / Opportunities) 

____________________________________________ 

____________________________________________ 

____________________________________________ 

Impact: (Effects / Consequences) 

____________________________________________ 

____________________________________________ 

____________________________________________ 

Payoff: (Benefit / Value of a solution) 

____________________________________________ 

____________________________________________ 

____________________________________________ 
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Record of call: (Issues, influence, implicit/explicit needs identified) 

________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
________________________________________________________ 
 

Follow-up Actions/Provisional Schedule: 

Activities Responsibility  Completion Date 

   

   

   

   

   

   

   

   

   

   

 


	HighDegree of Influence: 
	Inner CircleDegree of Influence: 
	MediumDegree of Influence: 
	LowDegree of Influence: 
	Personal: 
	Business: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	Situation Factfinding  Exploring 1: 
	Situation Factfinding  Exploring 2: 
	Situation Factfinding  Exploring 3: 
	Need Identify Problems  Opportunities 1: 
	Need Identify Problems  Opportunities 2: 
	Need Identify Problems  Opportunities 3: 
	Impact Effects  Consequences 1: 
	Impact Effects  Consequences 2: 
	Impact Effects  Consequences 3: 
	Payoff Benefit  Value of a solution 1: 
	Payoff Benefit  Value of a solution 2: 
	Payoff Benefit  Value of a solution 3: 
	Record of call Issues influence implicitexplicit needs identified 1: 
	Record of call Issues influence implicitexplicit needs identified 2: 
	Record of call Issues influence implicitexplicit needs identified 3: 
	Record of call Issues influence implicitexplicit needs identified 4: 
	Record of call Issues influence implicitexplicit needs identified 5: 
	Record of call Issues influence implicitexplicit needs identified 6: 
	Record of call Issues influence implicitexplicit needs identified 7: 
	Record of call Issues influence implicitexplicit needs identified 8: 
	Record of call Issues influence implicitexplicit needs identified 9: 
	Record of call Issues influence implicitexplicit needs identified 10: 
	Record of call Issues influence implicitexplicit needs identified 11: 
	Record of call Issues influence implicitexplicit needs identified 12: 
	Record of call Issues influence implicitexplicit needs identified 13: 
	Record of call Issues influence implicitexplicit needs identified 14: 
	Followup ActionsProvisional Schedule: 
	ActivitiesRow1: 
	ResponsibilityRow1: 
	Completion DateRow1: 
	ActivitiesRow2: 
	ResponsibilityRow2: 
	Completion DateRow2: 
	ActivitiesRow3: 
	ResponsibilityRow3: 
	Completion DateRow3: 
	ActivitiesRow4: 
	ResponsibilityRow4: 
	Completion DateRow4: 
	ActivitiesRow5: 
	ResponsibilityRow5: 
	Completion DateRow5: 
	ActivitiesRow6: 
	ResponsibilityRow6: 
	Completion DateRow6: 
	ActivitiesRow7: 
	ResponsibilityRow7: 
	Completion DateRow7: 
	ActivitiesRow8: 
	ResponsibilityRow8: 
	Completion DateRow8: 
	ActivitiesRow9: 
	ResponsibilityRow9: 
	Completion DateRow9: 
	ActivitiesRow10: 
	ResponsibilityRow10: 
	Completion DateRow10: 
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




