SSTEPS TO CLOSING ..-"
CONVERSATIONS e. Amber

In business communication, being able to effectively close conversati
an essential skill . Whether you’re wrapping up a meeting or conclud

these five steps ensure you close discussions smoothly and respectiul
on the outcomes and next steps.

BE CLEAR AND DIRECT ABOUT YOURINTENT

What to do: State your intentionto conclude the conversationdirectly.

Why it Matters: Clearly communicating your intention helps set expectations and allows for a
smoothertransitionto closing.

Example: “I'm conscious of time, so let’sstart to wrap up...”

OBSERVENON-VERBAL CUES

What to do: Pay attentionto the body language and verbal cues of othersto align your closing
remarksaccordingly.

Why it Matters: Aligning your timing with the group's readiness promotesharmony and
effectivenessin closing. Observing body language helps identify lingering frustrations or
unresolvedissues prior to conclusion.

Example: Watchingfor nods of agreement or signs of readiness to move on before
summarisingand ending the meeting.

USE POSITIVE LANGUAGE

What to do: Frame your closing statementsina positive manner.

Why it Matters: Positive framing leaves a favourable impressionand helps avoid tension or
negativity.

Example: “Great discussion and all valid points. Let’s...”

PROVIDE NEXT STEPS

What to do: If applicable,outline any follow-up actionsor plans.

Why it Matters: Offering a clear path forward ensures everyone understands whatis
expectedafter the conversation ends.

Example: “So the key actions,deadlines and responsibilitiesare as follows...”

EXPRESS APPRECIATION

What to do: Acknowledge the time and contribution of others.

Why it Matters: Showing appreciationrespects participants' contributionsand maintainsa
positive rapport.

Example: “Thank you so much for your insightsand contributions today.”

These five steps provide a structured approachto closing conversationsin any business

setting, ensuring clarity, respectand a positive tone are maintained throughout the
communication process.




