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In a business meeting, certain words and phrases can come across as unprofessional, unclear, or negative. Here are 

some words to avoid and better alternatives: 

1. Negative or Dismissive Language 

•   "That's impossible." →    "That will be challenging, but let's explore solutions." 

•   "I don’t know." →    "Let me find out and get back to you." 

•   "That’s not my job." →    "I can help connect you with the right person for that." 

2. Vague or Unclear Language 

•   "I think..." →    "Based on the data, my recommendation is..." 

•   "Maybe we could..." →    "A strong option is..." 

•   "Kind of..." →    "Specifically, what we mean is..." 

3. Buzzwords & Jargon (Overuse Can Be Confusing) 

•   "Low-hanging fruit" →    *"Quick win" or "Easily achievable task" 

•   "Synergy" →    "Effective collaboration" 

•   "Let’s circle back" →    "Let’s follow up on this at [specific time]." 

4. Overly Apologetic or Passive Language 

•   "Sorry to bother you..." →    "I appreciate your time..." 

•   "I just wanted to say..." →    "I’d like to highlight..." 

•   "Does that make sense?" →    "Do you have any questions?" 

5. Filler Words That Reduce Confidence 

•   "Um, uh, like, you know..." →    (Pause instead to collect thoughts) 

•   "To be honest..." →    (Avoid, as it suggests dishonesty before) 

•   "Basically, literally, obviously..." →    (Use precise language instead) 

 

Avoiding "maybe" in meetings helps you sound more confident and decisive. Here’s how to replace it with stronger 

alternatives: 

1. Provide a Clear Answer 

•   "Maybe we can do that." 

•    "We can explore that option and provide feedback by [specific date]." 

2. Use Data or Facts Instead of Guessing 

•   "Maybe this strategy will work." 

•    "Our data shows this strategy has a high chance of success." 
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3. Set a Defined Action Plan 

•   "Maybe we should discuss this later." 

•    "Let’s schedule a follow-up meeting on [date]." 

4. Express Certainty or a Work-in-Progress Approach 

•   "Maybe I’ll look into it." 

•    "I will review it and update you by [timeframe]." 

5. Offer Conditional Statements Instead 

•   "Maybe it will depend on the budget." 

•    "If the budget allows, we can proceed with this option." 

 

Avoiding "we can" in business meetings can help you sound more assertive, proactive, and focused. Here are some 

alternatives to make your language more direct and impactful: 

1. Focus on Action and Responsibility 

•   "We can look into it." 

•    "I’ll investigate this and provide an update." 

2. Be More Decisive 

•   "We can try this approach." 

•    "I recommend we implement this approach." 

3. Highlight Commitment 

•   "We can discuss this later." 

•    "Let’s set up a meeting to discuss this further." 

4. Be Specific About Next Steps 

•   "We can make improvements." 

•    "We’ll implement improvements by [specific date]." 

5. Use Collective Commitment Without Softening 

•   "We can definitely work on that." 

•    "We will prioritize this task." 

6. Focus on Results 

•   "We can aim for this goal." 

•    "Our goal is to achieve [specific outcome] by [deadline]." 
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Switching to more direct and action-oriented language helps build confidence in decision-making and strengthens 

your leadership presence. 

Avoiding the word "try" in business meetings is important because it can make you sound uncertain or non-

committed. Here are some more confident alternatives to replace "try": 

1. Be Decisive 

•   "I’ll try to get this done by tomorrow." 

•    "I’ll complete this by tomorrow." 

2. Focus on Commitment 

•   "We can try to make it work." 

•    "We will make it work." 

3. Use Strong Action Verbs 

•   "Let’s try this approach." 

•    "Let’s implement this approach." 

4. Express Confidence in the Outcome 

•   "I’ll try to solve the problem." 

•    "I’ll resolve the problem." 

5. Provide Clarity on Next Steps 

•   "We’ll try to finish by the end of the week." 

•    "We’ll complete this by the end of the week." 

6. Be More Specific 

•   "Let’s try to figure it out." 

•    "Let’s find a solution." 

7. Show Determination 

•   "I’ll try my best." 

•    "I will ensure this is done." 

By avoiding "try," you show confidence, clarity, and a strong commitment to the task at hand.  

Using "as I told you" in business meetings can come off as repetitive or condescending, especially if it’s perceived as 

implying that the listener wasn't paying attention. Here are some alternatives to express the same idea in a more 

professional and collaborative way: 

1. Refer to Previous Conversations Without Sounding Repetitive 

•   "As I told you..." 

•    "To follow up on our previous discussion..." 
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•    "As mentioned earlier..." 

•    "Just to reiterate what we talked about..." 

2. Focus on the Information or Key Point 

•   "As I told you, we need to..." 

•    "Earlier, we discussed the importance of..." 

•    "We previously highlighted that..." 

3. Reinforce the Message without Blaming 

•   "As I told you before, this is the plan." 

•    "To confirm, the plan is..." 

•    "To clarify again, we are moving forward with..." 

4. Be Inclusive and Collaborative 

•   "As I told you earlier, this is the approach." 

•    "Based on our earlier conversation, I think this approach works best." 

•    "We agreed earlier that the best course of action is..." 

5. Encourage Collaboration or Feedback 

•   "As I told you, we’re proceeding with this." 

•    "Let’s ensure we’re all aligned on this approach." 

•    "Are there any thoughts or questions on this since we last discussed it?" 

This approach fosters a positive tone and reinforces important points without sounding dismissive.  

Using "you know what I mean" in business meetings can come off as informal or uncertain. To sound more 

professional and clear, here are some alternatives: 

1. Clarify or Expand on the Point 

•   "You know what I mean?" 

•    "Let me clarify what I mean." 

•    "What I’m referring to is..." 

•    "To be more specific..." 

2. Invite Feedback or Questions 

•   "You know what I mean?" 

•    "Does that make sense?" 

•    "Are there any questions or points I should clarify?" 

•    "Would you like me to elaborate on that?" 
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3. Emphasize Key Ideas or Concepts 

•   "You know what I mean?" 

•    "The key point here is..." 

•    "What I’m trying to convey is..." 

4. Reinforce Understanding Without Relying on Informality 

•   "You know what I mean?" 

•    "I hope that’s clear." 

•    "I trust that makes sense." 

By replacing "you know what I mean" with more professional alternatives, you help maintain a clear, confident, and 

respectful tone in meetings.  

Avoiding "well" and "you know" in business meetings helps you sound more confident, clear, and professional. These 

filler words can undermine your message and make you sound uncertain. Here are some ways to replace them: 

1. Replace "Well" with More Direct Language 

•   "Well, we could try this approach." 

•    "We should try this approach." 

•    "This approach could work well for us." 

•    "Let’s move forward with this approach." 

2. Use Clear and Decisive Phrases Instead of "You Know" 

•   "You know, this is a key priority." 

•    "This is a key priority." 

•    "The important thing here is..." 

•    "It’s clear that this is a priority." 

3. Eliminate Fillers for a More Professional Tone 

•   "Well, I think we need to adjust the strategy." 

•    "We need to adjust the strategy." 

•    "The strategy needs adjustment." 

•   "You know, we have to keep an eye on this." 

•    "We need to monitor this closely." 

•    "It’s important that we stay on top of this." 

4. Use More Confident or Specific Language 

•   "Well, I’m not sure, but maybe we can..." 
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•    "I’ll check on that and provide an update." 

•    "I have a clear plan to address that." 

By removing unnecessary fillers, you ensure your message is direct and your authority is clearer.  

Avoiding the word "like" in business meetings is essential to maintain professionalism and clarity. It's often used as a 

filler, which can undermine your authority and make your statements less direct. Here are some alternatives to use 

instead of "like": 

1. Be More Direct and Specific 

•   "It's, like, really important to stay on track." 

•    "It’s critical to stay on track." 

•    "Staying on track is essential." 

2. Use Clear and Concise Descriptions 

•   "I, like, think we should focus on growth." 

•    "I believe we should focus on growth." 

•    "Our priority should be focusing on growth." 

3. Express Comparisons Without Fillers 

•   "This strategy is, like, way better than the last one." 

•    "This strategy is significantly better than the previous one." 

•    "This strategy offers a clear advantage over the previous one." 

4. Emphasize Clarity or Certainty 

•   "We, like, need to rethink our approach." 

•    "We need to rethink our approach." 

•    "It’s time to reassess our approach." 

5. Avoid Ambiguity by Speaking Clearly 

•   "I was, like, thinking about the new proposal." 

•    "I was considering the new proposal." 

•    "I have been reviewing the new proposal." 

By removing "like," you’ll come across as more authoritative, direct, and professional in your business meetings.  

In business meetings, overusing "for example" can sound repetitive or overly casual. Instead, you can vary your 

language to sound more professional and confident. Here are some alternatives to "for example": 

1. Use Specific Examples without "For Example" 

•   "For example, we can improve our processes." 

•    "Improving our processes could involve [specific action]." 
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•    "One approach to improve our processes is [specific action]." 

2. Provide a Clear Illustration 

•   "For example, we could adopt a new tool." 

•    "A practical application would be adopting a new tool." 

•    "An illustration of this would be adopting a new tool." 

3. Use "Such as" for Specific Instances 

•   "For example, we can streamline communications." 

•    "We can streamline communications, such as implementing a shared project management system." 

4. Replace with "This Includes" or "This Could Involve" 

•   "For example, our marketing strategy can include social media." 

•    "Our marketing strategy could include tactics such as social media campaigns." 

•    "This could involve targeting social media channels to boost engagement." 

5. Use "An Instance of This Is" or "One Case Is" 

•   "For example, we can improve efficiency." 

•    "One instance of this is improving efficiency by automating routine tasks." 

•    "An example of this would be increasing efficiency through automation." 

6. Use "Consider" or "Think About" 

•   "For example, we can explore new markets." 

•    "Consider exploring new markets to expand our reach." 

•    "Think about exploring new markets as a potential growth opportunity." 

By switching up how you present examples, you maintain a professional tone and keep your ideas clear and engaging. 

Using "sort of" in business meetings can make you sound uncertain or non-committal. To maintain professionalism 

and clarity, here are some alternatives: 

1. Be More Direct and Confident 

•   "It's sort of a good idea." 

•    "It’s a strong idea." 

•    "This is a solid proposal." 

2. Use Clearer Language 

•   "It’s sort of challenging." 

•    "It’s a challenging task." 

•    "This will require significant effort." 
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3. Avoid Hedging and Be Specific 

•   "I’m sort of thinking we could try this." 

•    "I believe we should try this approach." 

•    "My recommendation is to try this approach." 

4. Provide Clear Descriptions Instead 

•   "It’s sort of aligned with our goals." 

•    "It aligns with our goals." 

•    "This is in line with our objectives." 

5. Be More Decisive in Offering Solutions 

•   "It’s sort of a good fit for our team." 

•    "This is a good fit for our team." 

•    "This fits well with the team’s needs." 

6. Avoid Uncertainty by Being Clear 

•   "This is sort of what I had in mind." 

•    "This is exactly what I had in mind." 

•    "This aligns with my initial thoughts." 

Using more assertive and clear language helps you sound more confident and professional. 

Using "as I said earlier" in a business meeting can sound repetitive and may make others feel like you’re dismissing 

their understanding. Instead, try these alternatives to keep the conversation professional and engaging: 

1. Refer to the Previous Point Clearly 

•   "As I said earlier, we need to increase sales." 

•    "Earlier, I mentioned the need to increase sales." 

•    "To reiterate, increasing sales is a priority." 

2. Reinforce the Message Without Sounding Repetitive 

•   "As I said earlier, we need to focus on the strategy." 

•    "To build on what we discussed, focusing on the strategy is crucial." 

•    "As we talked about earlier, the strategy should be our main focus." 

3. Refer to Key Points without Repeating Yourself 

•   "As I said earlier, this is the plan." 

•    "The plan, as mentioned before, is to..." 

•    "This plan is what we’ve discussed previously." 
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4. Offer a Clear Transition Back to a Prior Point 

•   "As I said earlier, we should consider this approach." 

•    "To go back to an earlier point, this approach should be considered." 

•    "To revisit what we discussed earlier, this approach seems the best option." 

5. Summarize Without Repetition 

•   "As I said earlier, this will impact the budget." 

•    "This will impact the budget, as previously noted." 

•    "As noted earlier, we need to consider the budget implications." 

This approach helps you sound confident, concise, and focused without coming across as repetitive. 

 


