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ABSTRACT

Whether you are a seasoned international business veteran or just embarking on your journey to global
expansion, the insights shared in this guide will undoubtedly serve as your compass, guiding you through
the intricacies of meeting clients in different time zones. Embrace the art of time zone management, and
watch as your client relationships flourish, mutual trust strengthens, and your organization thrives on the
world stage. Let's embark on this journey together, where time zones are not barriers but bridges to success
in the global arena. From thoughtful scheduling techniques and technological tools to mindful
communication etiquette, this comprehensive best practice guide will equip professionals with the
knowledge and skills to navigate time zone differences seamlessly. Embracing these practices empowers
businesses to overcome time zone barriers and unlocks the potential for new opportunities and
collaborations with clients from diverse cultural backgrounds.

INTRODUCTION

In today's interconnected global business
landscape, interacting with clients located in
different time zones has become an inherent
part of success. As companies extend their
reach across borders, understanding the
intricacies of scheduling and conducting
meetings across diverse time zones is crucial
for maintaining strong client relationships and
fostering effective communication. The ability
to bridge geographical gaps and accommodate
varying time differences demonstrates
professionalism and shows a commitment to
providing exceptional service to clients
worldwide.

OBJECTIVES

This guide will explore best practices for
meeting clients in different time zones to
ensure that every interaction is harmonious,
productive, and respectful of each party's
unique working hours. By implementing these
strategies, businesses can enhance their global
presence, build trust with international clients,
and achieve sustainable growth in an
increasingly competitive global market.

When dealing with clients across multiple time
zones, one of the most effective best practices
is adopting a flexible meeting schedule that
accommodates different regions' working

hours while being considerate of each party's
convenience. The key to success lies in
striking a balance between efficiency and
respect for varying time differences. Here are
some best practices to ensure effective
communication and smooth meetings:

1. The most common and best practice
for scheduling a meeting is to propose
the time based on the client's time
zone. This will ensure clarity with a
client who may have logged into a
meeting only to learn that you missed
the meeting because the client tried to
join a meeting that had already
happened. Making this type of mistake
is one of the fastest ways to lose a
client; besides, it goes without saying
as a best practice to favor the time
zone of where the client or business is
located. In an article published by
zenbusiness.com, Time Parker (2023)
shared that since you should make
things as easy as possible for your
client, offer to always use their local
time.

2. Schedule meetings thoughtfully:
Consider the time zones of both
parties when setting up meetings.
According to Forbes (2022), use a
common block of time that overlaps
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between time zones to accommodate
time from either end. Use time zone
conversion tools or scheduling
applications that automatically adjust
for different time zones. Consider the
client's working hours and try to find a
mutually convenient time. ldentify a
time that falls within regular working
hours for both parties. If the meeting is
between your employees and some
who work remotely, schedule the
meeting in the time zone where the
office headquarters is located. If there
isn't one, select or agree to schedule
the meeting in the time zone where
most of the employees on the call are
located.

3. Provide clear meeting details: Clearly
communicate the meeting time and
date, specifying the time zone to avoid
confusion. To prevent ambiguity,
include the time zone abbreviation
(EST, PST, GMT) or specify the
Coordinated Universal Time (UTC) to
avoid confusion.

4. Confirm meeting availability: Send a
meeting confirmation or reminder
before the scheduled time to ensure
both parties are aware and available.
This helps prevent any
miscommunication or last-minute
conflicts due to time zone differences.

5. Use technology to bridge the gap:
Leverage technology tools to facilitate
communication and collaboration.
Video conferencing platforms like
Zoom, Microsoft Teams, or Google
Meet can help bridge the distance and
enable face-to-face interactions. Cut
back on wordy emails and back-and-
forth  scheduling  confusion by
investing in a meeting scheduler.
Many schedulers are free to use and
can help streamline the process of
scheduling across time zones by
automating tasks, grouping like-
minded responses, and sending
confirmation emails (Eby, 2013).

6. Consider alternative meeting formats:
If the time difference is significant or
scheduling conflicts persist, explore
alternative meeting formats. Record
meetings and share them with clients
for later viewing, or consider

asynchronous communication methods
like email or project management
tools to exchange information and
updates. As We Work Remotely (n.d.)
suggested, you should ask yourself
whether this really has to be a
meeting. Tools like Loom and
PinPong will let you record video
messages of yourself, your screen, or
both. You can share quick messages,
explain new processes, or outline
complicated concepts with your team
sans real-time meetings. Everyone can
view these on their own time, take
notes, and refer back to your
instructions or ask questions later.

7. You can share quick messages,
explain new processes, or outline
complicated concepts with your team
sans real-time meetings. Everyone can
view these on their own time, take
notes, and refer back to your
instructions or ask questions later.

8. Communicate effectively: Clearly
communicate the meeting's purpose,
agenda, and expected outcomes in
advance. This allows all participants to
come prepared and make the most of
the allocated time, despite the
potential challenges posed by time
zones.

SUMMARY

Remember that being flexible and
accommodating is essential when dealing with
clients in different time zones. If necessary, be
open to adjusting your schedule to find a
mutually agreeable meeting time. Effective
communication and understanding of time
zone differences will contribute to a positive
client relationship and successful
collaborations. By adopting this best practice,
your agency can build a reputation for being
sensitive to the client's needs, fostering a solid
and trusting relationship. The flexibility and
consideration shown in scheduling meetings
across time zones enhance productivity and
reflect a commitment to delivering exceptional
service on a global scale. Remember, effective
communication knows no boundaries — it
bridges the gaps created by time zones and
brings success within reach for you and your
clients.
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