
Welcome Pack
Thank you for becoming an IAB Ambassador, you will be playing a key 
role in the future of the IAB and helping to supply valuable support to the 
members of your own group.

We want these meetings to be relaxed and inclusive to you and the 
members of your group and a place where you can all feel supported and 
at ease knowing that twice per month you have somewhere to go to share 
your wins and losses and to gain valuable information that will aid business 
growth.

Each meeting will run on the proceeding week after the IAB Coffee 
mornings.
The length of each meeting should be no longer than an hour.

You will be the chair and therefore, you will need to be strict on the timings 
of each section in order that everyone has their space to talk and share.

The next 3 pages detail how your meetings can be run.



PROMOTION AND REMINDERS
The IAB will promote your group and provide you with your members and their emails.

It will be up to you to promote and remind the members each month of the meetings via email and to 

provide them with the Zoom link for the calls.

REMINDERS
Email reminders should be sent out the day before each meeting and in the meetings reminders of 

when the next meeting will be.

If you use a calendar software such as Google Calendar, you could setup recurring meetings and 

invite all the members to that calendar invite, then setup notification reminders so everyone gets a 

reminder the day before and then an hour before the actual meeting.

WHAT IS NEEDED
As an IAB Ambassador, you will be required to have the professional version of Zoom in order to be 

able to run the 1 hour meetings for your group. 

For more info please visit https://zoom.us/pricing

Simon Jordan will show you how to use Zoom. When you are ready, please email marketing@iab.

org,uk to fix up a time and date. 

To learn how to use Zoom, please refer to Zoom’s YouTube Channel 

https://www.youtube.com/user/ZoomMeetings

DISCOUNTED ZOOM PRO ACCOUNT
If you are on a basic account you will need to upgrade to a Pro account

If you sign up for a year you can get 25% off.  

Go to the Zoom website and click Buy Now under Pro Licence

In the shopping cart - add discount code connect25

TIMINGS OF EACH MEETING – PLEASE ADHERE TO THESE TO SAVE OVERRUNNING
Meeting introduction – 5 mins max

Welcomes and hellos, settle people in

House keeping – turn off mobiles and be present 

Not to share what is discussed in the room

WINS AND LOSSES – Max 2 mins each – 12-15mins in total.

For everyone to share their wins and losses they had in business. 

You to choose in what order the members speak. 

THE WEEK’S TOPIC
To discuss the topic of the week 10 min max

‘A MOMENT WITH’
‘A moment with’ x 2 people x 5 mins max each 

Open discussion on a moment with 20 mins max

You to choose what 2 members are to have ‘a moment with’ for the next meeting.



DURING YOUR MEETINGS
Aim to stay on track.
If someone recommends a course – look what the core issue is.
For example, if a member asks for information on a course like growing their practice, ask them what 
the core issue is. It could be that they don’t understand social media or know how to write a sales 
letter. 
This will help us to create a course or invite a speaker which fits the criteria.

SUGGESTED QUESTIONS TO ASK
What have you learnt?
What do you need to learn?
This aims to keep the answers brief and to the point.

HANDLING NEGATIVITY
We all get negative at time to time but negativity during a meeting doesn’t always help. We need 
constructive criticism in order to create solutions so aim to keep the meetings positive. A good tip 
when negativity is present, is to listen whilst trying to keep the issue short and then ask what help is 
required to solve the issue. Let your group know that you will be feeding back on the help required.

ON-BOARDING NEW MEMBERS
Give members an agenda before the meeting so they know what to expect.
Ask each member what their business setup is.

Maybe the first meeting is to just say hello and discuss the format
Ask them what they’d like to discuss, software they use etc? This will be useful when asking other 
members to help answer some of the questions that may later rise in your group meetings i.e., make a 
note of the members that do payroll or tax submissions as a service.

SHARING INFO
If you feel the need to share documents or to have a place online where members of your group can 
access notes or other documents, think about setting up a Drop Box account or a Google Drive for 

your group to share info.

FINISHING YOUR MEETING
Remind people of the date and time of the next meeting.

Goodbyes and end call.

FEEDBACK
Once each meeting is finished, please provide feedback on this page of the website  

https://www.iab.org.uk/ambassador-feedback/

Thank you once again and we look forward to supporting you and the growth of your group and your 

business and lastly have fun, it’s your group and you’ll get lots from it.



EMAIL WELCOME TEMPLATE

Subject line:  Important Note: Your meeting information

Hi there XXXXXX,

Welcome to Coffee with XXXX bi-weekly coffee morning meetings.
The aim of this group is to support you as an IAB member within a smaller group setting with a 
maximum of 6 people. 

These meetings are relaxed and inclusive for all the members of our group and a place where we can 
all feel supported and at ease knowing that twice per month we have somewhere to go to share your 
wins and loses and to gain valuable information that will aid each other’s business growth.

Each meeting, 2 members of the group will have the opportunity to be in the hot seat where they can 
share their current business issues and the rest of the group can help.

Your first meeting is on XXXXXXXXXXXX and it will be via Zoom starting at 11am and will run for 1 hour. 
The link can be found here 

If you have any issues or questions, then please don’t hesitate to reply to this email.

Kind regards

XXXXXXXXXXXXXXXXXXXX

EMAIL REMINDER TEMPLATE

Subject line:  Coffee with XXXXX reminder

Hi there XXXXXX,

We have another Coffee with XXXX coming up this week, and I look forward to seeing you there.

We start  11am the link can be found here 

HOT SEAT THIS WEEK –We’d love to have you on the hot seat this week so, if you’d like to think about 
what issues you have in your business right now that you’d like to discuss in the meeting. 
Please note: each person has just 5 minutes to discuss their issue to the group.

Remove the above paragraph if the person isn’t in the hot seat this meeting

If you have any issues or questions, then please don’t hesitate to reply to this email.

Kind regards

XXXXXXXXXXXXXXXXXXXX


