
Business English Task Lesson Plan for One-to-one:  
Adding Information 

 
Task: Give advice on how to hold efficient/effective meetings 
Material: The article “How to Hold a Great Meeting” from Forbes.com. Here’s the link: 
http://www.forbes.com/2007/03/20/hold-great-meeting-lead_cx_tw_0320bizbasics.html 
Level: B2 and higher 
 

Part 1 – Pre-task 
 
Step 1 – Discussion and priming: Ask the students about meetings at work: for example, ‘What types 
of meetings do you go to?’, ‘Do you lead the meetings, participate or just listen in?’. 
 
Step 2 – Informal version of the task : Ask the student to answer the question “What advice do you 
for holding good meetings?” and discuss the topic with them in an informal, conversational manner. 
For less talkative students, more specific questions might need to be asked: for example, ‘What types 
of things don’t you like during meetings?’, ‘Which meetings are your favorite?, ‘Why do you think 
that is?’  This step of the task is the perfect time for the teacher to be providing incidental feedback 
concerning vocabulary for meetings and the workplace, but also sequencing words (first, second, 
third) and other language that may be useful for the final target task.  
 
Step 3 – Reading: Tell the student he/she is going to be reading an article entitled “How to Hold a 
Great Meeting”. The student reads the article silently and looks for points that he or she mentioned 
and takes notes according to categories that the teacher chooses: for example,  ‘before the meeting’, 
‘during the meeting’,  ‘after the meeting’. 
 
Step 4 – Planning time: Tell the student that he/she should prepare for a short talk on this topic. You 
can either take time in class to do this, or set this as a homework assignment. He/she can read over 
the article at home again and/or look on the internet for further meeting tips.  
 

Part 2 – The Task 
 
Step 5 – The report phase: After answering any vocabulary questions the student may have, conduct 
the ‘report’ stage of the task. This can be a mock interview or a presentation. For example, for a 
mock interview the teacher might play the role of an intern asking a more experienced colleague for 
advice on holding meetings. The teacher might also play the role of a radio talk-show host 
interviewing a consultant on “how to hold a good meeting”. This can be recorded with Dictaphone. 
 

Part  3- Post-Task 
 
Step 6 – Language focus: This can take many forms: 

- A key word list with the student.  
- A review of phrasal verbs or key collocations from the article. 
- A follow-up writing task - have the student type up his/her own set of guidelines using 

‘must’, ‘should’ ‘might’ etc.  
- If the target task step was recorded then of course this can be listened to for correction.  
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