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About the book

Participating in & meeting is a real challenge for non-native speakers and can cause & certain amount
of anxiety. When are you Allowesd 10 make a contribution and how do-youw word it properfy? Whesn s
the right time to ask guettions and what happens If you actually have to run the mestlng? And what
aboul wrting wp the muies’

English for Mestings prozents 3d the speaking skills that you need in arder to participate in a
meeting with canfidence, This compact, but comprehensive course-contains the expressions needed
in typical everyday butinets mestings = from infarmal chats o formal meetings. English for Mestings
presents the vocabulary and expredsions in sucha way that you can leam them easily and use them
FrFTredia ey

English for Meetings consists of six units, which present different areas that you might come across
ra meeting. Unit 1 deals with how (o arrange a meeting and also includes expressions needed when
posipaning a meeting. Following this, other imporiant topics are presented, for example, the use of
sl talk at the begldning of a meeting, how a meeting starts, how to express your opinlen, and how
o mterrupt, English for Meetings includes useful expressions for peaple chaiting the meeting, as
w0l as for the other participants, You can also find out how to draw up an agenda and write the
mirutes for both formaland informal meetings.

Every unit begins with a Starter - this is a warmer ezercise where you can discuss your personal
experiences and theughts on the unit topic. The main section of the unit consists of listening
comprehiEnsien exercises, authentic materials, and exercises that enable you fo practise using the
language of the unit. Thers are speaking activities at various points throughout the units, whare you
can practise the relevant expressions, At the end of each unit is the Dutput, where wou will find
reading texts on various retated topics, for example, video-conferences. The book ends with a fun
Test yoursalf] crossword to recyele and consolidate the vocabulary and expressions you have learmnt
in the book.

¥You will find the answers to all exercises in the Answer key at the back of the book, along with the
Partner Files, the Transcripts of the listening extracts, and the A=Z word list. The Useful phrases and
vocabulary section includes all the essential phrases; organized thermatically; you can use this to
prepare for an important meeting guickly and efficiently,

The MultiROM contains all the Listening extracts fram the book. Thase can be played through the
audio player an your computer, or through a conventional CO-player, In order 1o give yourself extra
listening practice, listen to it in your car or copy (o yaur MP3-player, The Interactive exercises et you
review your learning by doing Useful phrases, Vocabulary, and Communication exgrcises on your
computer; this will ba particularty valuable if you are using the book for setf-study.




I Could we meet next week?

Work with a partner. Match the different types of meeting (1-6) with the definitions (a=f).

1 [ progress
2[ Tbrainstorming " '“--—--—-"" |

3 [shareholder . '*--—J 5[ team
sClkickoft 4 i

Peapie who work In the same department have this type of meeting regularly.
This is a meeting of a company™s most senior managers,

If you need new ideas, you have this type of meeting.

This is a meeting for a company’s investors,

At this type of meeting, you talk about what has been accomplished on a project.
This type of meeting is held at the beginning of & profect,

STARTER

L]

B 1 R = T R = o -]

Mow ask your partner the guestions balow and
make a note of the answers. Then tell the class
what you have found oul.

¢ How aften doyou have meetings in English?
Which of the meetings above do you attend?
What other types of mesting do you have?

= Are your meetings with colleagues from wour
company or with contacts from other
companies {fustomers, suppliers, clients, ...J7

1 Listen to the two telephone dialogues and complete the table.

Lol *

Malogue 1 Dialogue 2

a What witl the megting be about?
b Whan will the mesting take place?

¢ How long will the meeting asi?



B | PRITL  Could we meed next week?

Listen again and complete the sentences from the dialogues.

Call1

1 Could we _ a time to meet next week?
2 How Monday at nine?

3 Sorry, Fcan't t then

4 How spmetime after lumch?

5 Should we for the whole

afternoan?

Let's leave the length of the mesting

fioir oo

>0, you on Monday at fwo.

Which sentences [1-13) can be used;

1o E"a'gea.'"pe-[ir.g? =
to discuss the length of a meeting?
to arrange the time of @ meeting?

1o say that a sugeested time fora meeting
5 not convenient?

-

1o confirm the time of & meeting?

Call 2
i wie could meet and go over tha
details ?
g What time _you inmind?
10 Would half past five you?
11 I'm | hawe another appointment
then.
12 Well, I'll see you _ Maonday
7-30, then,
13 | look to meeting you then,

Put the words In the right order to make typical sentences for making arrangements,

Lin

let's soon meeting & sometime have

Lets have a meeting sometime soon.

like (o wou when meel woudld ©

at Thursday how 1130 aboul morming ?

would tor next be Tuesday wou how 7

fine would yes, that be

to forward wou | look then meeting




UHITL  Could we mreel nesl week?

4 Work with twe partners to arrange a suitable time to meet. First look at the Useful Phrases

on this page. Then look at your diary and the instructions in the Partner Files,

.wmn.um

Asking for a meeting
Could we schedule a time to meef next wesk?

I*d like to schedule @ meeting as soon as passible,

Can we meet and go over this togethes?
Perhaps we could meet and go over the details in
persond

Suggesting a meeting me

Haw about Monday at nine?

Haw abaul samelime after lunch?
Coutd we meel next waek?

Can | suggest 750 on Thursday evening?
Would half past five suit you?

ot e . -

cal 3=

D Wy A A Tl P

To! wnsseenepi@dbd.com
H;numtpmsﬁbdm
Subfern Meeting oo discuss cononct changes

e e s

Arrachments Fayll

o

Hi lan;

It was nice to speak o you mmfﬂ'w
o meset with me. fust to confirm the date and tme al
cur masting: Monday 23 May ac & pom My P will leg
yau know which mesting roam war'll ke using laber in
tha wisle

I'm anzaching & kst of paings 1o discuss. Glva me & call
i tpes hare ary quastions before the mibssting,

Locking forwand 10 Seeing you on Mondiy

Ragards,
HMark

Saying that you aren't able to attend

Sorny, | can't make it then,

I'm atraid | have anather appointment then,
' a bit tied up then, How about ancther time?

Saying that you can attend
Sgunds good,

s, that works for me,
s, that would be fine.

Confirming the day and time
See you an Manday at seven.
S, | ook forward to seeing you on Tuesday at four,

5 Read these two emails conflirming meetings. Which email is Formal and which is infarmal?

ATaTe e — ——

oAk o=
[y Gmpdy Baply & Semard e
To: armitago@tishar-gnoco.uk

From:  candingE rainbow-search.com
Digs Sty

Daar Mr Armitaga

N was a pleasurd D spask 10 you loday, 'l ke o
take this apporanity ba thank you for agraaing o
gl with e raut waak.

1w also lla bo conlirm the @ate ard tme of
our meeting: 7.30 pm. on Manday, B Segbamier
in Hmlnhuu.rE-cuﬁm Saoarch's olfices at 11 Geeal
FAussall Sireal, Londan WCT.

Shoald you have any questions in advance of aur
mealing, ploase do not hesitate 1o get in fouch with
Mme.

I vary mideh ook forward 1o méting you e
onday.

Yours Snoerely
Carpling Jones

T, 444 (0130 4454 3683
F: =44 (0130 4454 3880

v ol

T



a8 | UNITL  Could ve meet neci week?

We can often say the same thing in either a formal or less formal way.
Complete the table with sentences from the emails on the previous page.

Formal Informal
p It was & plaasura bo speak fo you foday.

It was nice o speak to you today,

I'd like to take this oppartunity to thank =
you for agreeing to meet with me ...

3 just te confirm the date and time of our
meeting:

4 Give me a call ifyou have any guestions before
the meeting,

I very much look forward ta meeting you .., g

Yours sincerely &

!I‘I’ﬂll‘-i“ll.‘l-m

Unlike mast writben business communlcation in English, emall offers the chance of communicating uséng
an informal, friendly style of written English.

You can greet saomepne in an informal emall using i"s comman Lo add a friendly phrase before the
phrases llke: H Martha  Hello Paula  Dewr fim closes
Nery informal emails can be closed with phrases wmﬂ’;m SEeTg pou EDI:'HJ;I:;IHFWMIJ |
such as: Al the bost  Cheers fareard to our meeting on ay. (farmal)
When 2n email needs to be farmal - for instance, :ha First I?'rtlli::f an email after the greeting always
when II's to a business contaet wha you don't knaw “;:ﬂ‘;a::: tes
well - then & farmal greeling shauld be used: i b i

Dear Mr Simpson fust to fet pou know ..

Clasing phrages should also be mero polite:
Best regards (neutral)
Voerrs sipcevely (very farmal)

6  write an email confirming the date and time of a meeting using one of the notes below, Think
about whether the email should be formal or informal.

Eementber!
Sendd email ¢o David:
eonfirm meedting fﬁl‘
diseuss problems with
cleaning conract]

o Wenesday, 29eh June
. 10, 204.m.
. i My affice




UMITE  Could we mest next week? | 9

LR 1
3 7 Ccaroline jones is phoning Charles Armitage. Listen Lo their conversation. Why is she calling

" him? What do they decide? Then listen again and complete the sentences from the dialogue.
Do you have another
tirme in o : d
9, you. it couldn’t be
= 'm
Coutd we F afraid,
the meeting until Wednesday
at the same Hme? Would that
n m—;

B Match sentences from exercise 7 with the sentences balow that have a similar meaning.

a Would it be possible to put the meeting back and meet on Wednesday at 7307

Could we postpone the mesting until Wednesday at the same timef
b It's unavoidable, unfortunately,

€ Somy o have to trouble vou,

d | reakly must apologize,

& Would vou like to suggest another time?

f I have to attend to something else.

" HIH‘ Tt

bl b [RErA

The use of first namaes in English-speaking business arvimnments is caomman. Thowgh it is not the practice
everywhare, even Senior managers are addrossaed by junior staff using their first names in some offices,

On first meeting someone it's best to address them You may, howeser, wish to ask someone’s

by theedr surname: permissian belore wsing their st name with
s g pleasure fo meef pou, M5 Cormmiohge, phrases ke
Plensed to meel wau, Mr Freemen. Do ot tvind i 1 call waw Corpline? |
After that, the chamgeover to first names is usually This question can be ansveered with phrases
made quite quickly, either later during the first such as:
meeling or ai the second meeting, Wyouwr M, not ad gl Please dp,

relationship with your business partner is friendly
and relased, you can switch to their first name
without asking thefr permission,

Yiou can invite someane to use your first name wilh |
phrases like:
Please, call me Can, |
By the way, It's Powls.




10 | UMM L Could we meet nest week?

€9 O Listento Mark Peters’ dictaphone message and use it to complete the email he writes later
1 to his assistant.

ool it Sai it i R

HiAnng,

v just amanged a meeting with lan Sweeney in sales for Menday at 2 p.m. Can you take care

ofthe pregaration, please?

Coauld poi _ ' a maeting room and “lan amd me the room

number? Wlso, can you * the agenda 1a lan and the consubliants? And we'll need

AV = Can you o data projecior and an overead profector for us? Don®t forget to
* somie coffee and biscuits,

Firmally, can you " the meeting, please? The discussion [simportant 5o 1"l need

Yo o " the minutes,

Thanis for your help.,
Best,
Mark

10 Work with a partner and choose one of the ‘to do’ lists below. Your partner is your executive
assistant. Talk about the planned meeting and what you would like your assistant to do.
Then switch roles and do the same with the other list.

M'ﬂfﬁl‘g fa Fl-l?l-l'l Hﬁ:ﬁ?‘]f .H'-ﬂﬂa
-_nfM'fﬂf"‘ my office -
__ Menday %k ek 10 a.m,

Get David #a arrange:

ﬂ'll'lr.lpmd F‘Mjﬂ!‘hﬂr
Mincter

Coffee and sandwiche
ﬁpir:nf&gig“,rd A T
Mike Conrad and SuHJ.r Major

—_—
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11 Find six verbs often used with o meeting to make useful phrases. Look from left to right as well
as up and down. Write the verbs into the spaces below. The first example is done for you.

Match the verbs [1-8) with the phrases [a-f),

E~ )

1

P& IT|IM|SI

E|*P| K|¥Y | E|S| F|B{A 1 to hold
GOt |[x|nwiT 2

cls |:w:w:{'w D | —_—

plrla|aleE elelalce 2 maating

ARDNNEE | & e -

I:I:r xlelels|tichn 5.1 -
ClA|N|C|E|L|IM|T | N|H é to
alklels|n|yv|xlelnlw
tlr|s{v]ielolt|n]1]e
alr[r[alnlele[n][o]F]

to hold a meeting at a iater time or
date than originally planned

1| tohavea meeting
to organize a mEating
to lead 8 meeting
to decide not o hold 2 meating and

to tell people this

| | togotdameeting

Mow wuse the verbs [1-6) to complete the sentences.

1

If Peter can't get here by five, couldn't we [ust our meeting and have it early
next week instead?

Could you a team meeting for next Wednesday at 4 pom.7 Ask Neil Cross if he
can attend and book one of the large meeting roams.

We've decided to the meeting. Instead, could vou just email me your comments?
| e Lo a lot of meetings and spend a lat of time talking about work,

Unfortunately, | oftes don’t have enough time to actually get on with my work,

It*s important that the team knows about these changes, Let's a meeating and

give everyone the details.

I'm going to our meeting thiz morning 5o I'll be making sure that we stick to
the agenda and that we finish on time,



12 | UNITL  Could we meet meal wiek?

12  Use the clues to complete the crossword.

ALCross
4 She's il 50 we have fo. the meeting.
6 Could! .. that we meet ard go aver the
detalfs?

7 Wowld rest Tuesday af foir ... pou® g

1o The Hst of Topics in a meering,

Dowm [ £
1 W nEdd Some new idens. el

fvir @ ... meening.

2 'li ... the minules in fadap's
meefing,

3 Tochange d meeting 108 later date,

5 Pisase .. the agenda to the other 7 g L
fegm members,

8 Lets coll 0., meeting far evenpone
in the et L

g Totake the leading ole in a
meating,

13  Put the words in the right order Lo make sentences with expressions from this unit.

i time meet could week a4 schedule we to next 7
2 meet go detalls person and over perhaps could we in the 7
3 meeting  then foreard to | you look

g questions call if meeting give a me
before any hawve wyou the

g appointment time I'm  hawve that afraid
another at |

M 8 REwW -gantence mis
your , Wk ﬂ.'i:ﬂt.t
order to@mive al the perfect
gecond part of the masting,
design for a poster will
statement. ™
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OUTPUT Read the article and say whether you agree that meetings are more effective IF they have a more
formal structure.

Old is New: The New Old-Fashioned Meeting

i you think that agendas, minutes, and
chalrpeople in meetings are out, think again.
As companies seek to make more effective
uge of their staff's time, ‘old-fashioned’ and
formal features are making a big comeback in
the meeting room, reparts Janine Adiar.

In the past, companies tried o encourage the creativiny
of their staff through Aexible, informial meeting fopmats,
You know the kind of thing: no agendas, no chairpeople,
and people entered and lefi meetings as it suited them. This trend was probably most popular
back in the tate 19%%s. But when the global stowdown in economic performance came, ms
companies kad to stan thinking mose about their cosis.

*It was really quite common for meetings 1o go on for hours and then for everyone to get up
s Jeave without really knowing what had been decided.” savs Aaron Blumfeld, a lecturer in
business administration.

*A company s 21afl i3 ane of 2 mapoer costs, and stufl meelings are very expensive for o company,
There 15 now a trensh among large companies (o rentrsduce streciure into mestings to make
better yse of thme, " adds Blumfeld

Some CECs see the task of making meetings more efficient as so importent that they are taking
personal responsibility for making sure that the job gets done,

Lynin Bossmann 15 CEC of Luxes AG, a subsidiary of Hamilion-Luxes Corp. She spent time
looking a1 ways ol making mestmgs more focused. In the end, she decided that the good old-
fashioned meeting format with o chairperson and an agenda was the right one for her company.

“TF s wanil Lo haold 4 ineetng al Luxes, ol have 1o have o l;‘l'nlrpmnn and an ngi:ﬂdl:l_ It
not thit | like bureaucracy — 1'm just geiting people to use their time more effectively,” states
Hossmann,

OWVER T Yl

= Are the meetings you attend formal or infarmal?

® What other ways are there to make a meeting mare effactive?

= The article mentions some possible advantages and disadvantages of formal and Informal
meetings. What other advantzges can you think of? What disadvaniages?



Can we make a start now?

Read the list of statements about the chairperson’s role and decide whether you agree or
disagree. Then discuss your answers with your partner.
4 chairperson should: Agres  Disagree

1 finish the meeting on time, even if a
decision hasn't been reached. [ l

2 ENCourage everyone (o contrbule
1o the discussion, aven f some
parficipants don't want to.

3 et the most confident people dominate ) "-"-Il'_llf':"""r ;’_"“te':m :
) . the meeting = her |
th ]
& meeling hna.cause they probably _ B Blackberry is
hawve the best ideas. | in the chair,

4 follow the agenda and not aliow thie
discussion to go in different directions,

5 stop participants from interrupting
each other,

& allow an antagonistic atmosphers to
develop because it makes participants
think more clearly and creatively.

AT
3 1 colieagues from across Europe are attending a kick-off meeting. Listen to the three dialogues.
L What is the relationship betwean the people below?

a They have never met before,
b They have met before but probably do not know each other very well.

¢ They probably know each ather quite weil,

1 Steve and George 4 | | Paula and Steve

2 __| George and Paula 4 |_ Andre and Sreve

3 [ | George and Juliet
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2 Complete the sentences from the dialogues. Listen again te check your answers.

Work with a partner Lo take turns reading out the completed sentences.

1 Nice fo you again, are you?

z « Thanks. And you?

3 I'm ! _, thank you,

& you _ rmy
colleague, juliet Strauss?

g Hello, I'm Gearge Frank, (4]
meet you,

& Pleased Lo you

r N | iy

cotlsague, Andre Jacob.

8 How dop?

How listen to the three dialogues again, Tick |+ which topics are discussed.

work  sport  religien cinema politics family holidays hobbles weather

Dialogue 1
Dialogue 2
Dialogue 3

Work with your partner to discuss which subjects on the [ist are not appropriate topics al
business meetings. Can you add any other topics that are good to discuss?

SMALL TALK

Small talk is used to break the ice and create & relaxed atmosphere before the real business begins.
Howewer, making small talk can be difficult, particularty when you meet paople for the first time.

Ome problem is that small talk can be abowt many different topics and you probably won't be sure of all
the vocabulang. One solution is fo prepare topics that you would like to talk abaut. IF you're going 1o
hawe a meeting with people from another countny, research toplcs relating te that country For instance,
belng prepared to chat with French people about the Cite d"Azur oF Dases about Copenhagen will make
you feel more relaxed and mean that you can stan canversations confidemity.

Of course, making small talk 15 not just about talking - ir's also &bout lisening, and the moare actively
the better, There are a number of commanly wsed phrases which show ather people that vou're
interesied in what they'e saying:

I 5e¢, O, reanly? Irheresting. That's absolutely fescinating!



18 | UNIT 2. Canowe make g oan now?

.fl. Match the two parts to make small talk guestions.

1 Which hotel -—-—-_.__\‘_‘_H_ & did you fly into? (c]
2 How long b are you staying at? W
3 Which airport ¢ my colleague, Yvonne famieson? '

4 Did you d the first time you've come here for 3 meeting? _"
5 I this € a colleagus of lim Robartson's? i
G Are you f come here by plane?

7 Do you know £ have you worked for your company?

How match these answers to the guestions,

A Mot really. He works in marketing

and I'm in customer senvice,

Mo, we came by car,

Almost fourteen years,

Londen Stansted.

Mo, | dom't think wa've mat.

Mo, it lan't | was here |n june for

the kick-off meeting.

3 The Carlton International, off
Shaftesbury Avenue,

Hicke WS pour

o™ o R

5  Work with a partner to practise making introductions and small talk.

Partner & Partner B
Say hello and introduce yourselF,
\A Say hello and introduce yourself.
Ask about B's journey to the meeting. ‘f’f
T Respond, Ak abeut e hotel.

Respond, Azk if this iz B's first meeating at
the head office.

\‘ Respond. Ask how long A has worked for

the company.
Respond, /
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ﬁl Listen to a chairperson talking at the beginning of a mesting and say whether the sentences

below are true v or false X . Correct the false sentences.

1 Nigel is the last person to arrive at the meesting.

OO

2 Tim McCarthy b5 from the marketing departrment
3 Sally jones will come to the meeting late. [ ]
4 The aim of the meeting is to discuss strategies for increasing sales, I_I
5 John Lawson will present an overview of what the competitors are doing. |- |
& Alison King will present the new sales strategy. L]
Mow listen again and complete the sentences.
a It's to 52e
b Before we ; can | Tim McCarthy 1o you all.
£ Sally [ones has her
d Pierre Kaufmann can't : either,
g MAs | said in the | emailed last week, we'll he CiLir

strategies for increasing sales.
f Let's get down to
Put sentences [a-f) from exercise & under the correct heading in the table.

.miil " Stating the aims m“

Now add these sentences o the table.

We're meeting today to talk about the sales conference next month.
I have apologies from Cathy Roberts and Stuart |shnson,

I'm glad vou could all make it today,

This is Edward Lincaln, one of our management consultants.

it's great to see everybody

Does everybody know Mario Maleta?

Our objective today is to look at the new advertising campaign.
Can we get starfed?

Unfortunately, June Wright wasm't able to make It today,

18 5o, let's begin.

MY D s e A e b R e
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AUDIO

@ 8 Match the two parts to make sentences for introducing yourself or someone else. Listen to the
dialogue to check your answers.

10

1

2

Does everyone a for two years.

Peter, why don’t you introduce b about yourself.

Tell us a bit ¢ as our head of PR.
’ve been with Brent Jones d know Peter Thomson?
| was the business development manager for the West e since 2002.

Frank joined us two months ago f yourself to everyone.

Match the verbs on the left with phrasal verbs on the right that have the same meaning.

Now complete the sentences using the correct
form of the phrasal verbs (a—e) above.

1

discuss a go back over
review b think about .

Cutting Costs
finalize ¢ look at .

 Fire staft
examine d talk about
consider e finish off

Right. This morning we’ll be
at ways of cutting our costs and also talking

next year’s budget.

The annual conference is next week, so we’ll be

off our final preparations

this morning.
We need some new ideas about how to increase

our sales, so we’ll be about a new marketing strategy this afternoon.

OK. There have been three accidents in the factory in the last month. This morning we’ll be

back our health and safety guidelines and thinking

what we can do to improve our safety record.

We’ll also be looking the numbers from accounting and talking

ways that we can improve upon them.



UNIT2  Can we make a stan now? | 18

10 use one of the sets of notes to prepare and give the introduction to a meeting. Remember to use
phrases to welcome participanis and to start the mesting.

A

pates for meeding

~ it of mecting: review
aur last adverfising
cAMpALgH

~ reentber £ ttroduce |
Margavet Hart -

— apelogies: Jim Hendry J

{i)

B
Important reminders
< SR oF sebetian
plang for next yoar’ roles
Tt rence
= infreduce Harey Finck from our
* apafogier: Jill Conper fl'rﬂHq}r:l
and Beb Culbert
ﬁi"ﬂlninﬁ- coure)

11 Match the descriptions with the items on the formal meeting agenda,

[ = S R =

This is when issues which are not on the agenda can be discussed. It stands for any other

husiness,

These are the main points for discussion at the meeting.

This Is when the notes of the last meeting are checked for accuracy

This Is the point In the meeting when the chalrperson reports who Is not abie to attend,
This is when any [ssues relating to the last meeting are discussed,

2 Minutes of the |last maating
3 Matters arising from the minutes

4 Review of IPO action plan

5 Redesign of corporate image
6 Post-IPO investment proposals

7 ADB

Now listen and match the extracts from the meeting (A-E) with the [tems on the formal agenda.
LW 1 I (. - D

E [
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MInKl
€) 12 Listen to two colleagues discussing a sales meeting. Complete the missing information in the

memo below,

Hi evenyone,

As you all know, we'te heving the regional sales

meeting next week instead of the week atlar, :

Here are the poinis we'll De aking aboul. As

usaeal, e indicaled wio will be lesding the

discussion. I you have any questions, can you :

lat Py ket wahial Bhay are Bslore the masting, i

plaasa?

Ragional sales maating agenda

February 13th. 9.30 . I'm afraid

Rioom 338 { can't see
that on the

"5 targets for next N agenda.

i - manths (Francia)
® fmEmm _ respongibhe bor
kO accounts (Michael)

" frem marketing (Ralf)

= oompatilon ¢ " [Ralfy

Bast,

Polly

These days, most agendas for meetings In English-speaking business contexts ame informal. The majosity
are sent as emalis and consist of the fime, date, and place of the meeting, and an overview of the
topics that will be discussed,

The siyle of writing is briefand note-like, for example:
Update an condfriction siatus
D¥scersaion of proposed budge!

This briel, note-like English is aiso wsed in formal agendas. The real difference berwesn formal and
informal agendas |5 that. In the formes each part of the agenda Is cleardy numbered and other elements
are included,

Formal agendas are useally reserved for the maost impamant meetings within a compamy = for instance, a
board meeting - or meetings which businesses are required by company law [0 hold, such as the dnnual
General Mesting (AGM).
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13  The formal agenda in exercise 11 is for a board meeting. Which of the following types of meeting

are, in your experience, more likely to have formal or informal agendas?

14 Work in groups of four Lo practise the beginning of a meeting. First look at the Useful Phrases

15

on this page. Then look at the instructions in the Partner Files. Perisard Fllssp 36

Partspr B Fils 14, p. 59
Parsar T Flla g, po g3

Pamsai [ Fiie & p, 57

USEFUL PHRASES
| Welcoming participants Asking participants to introduce  Introducing yourself
It's nice bo see everyone. themsolves I'm the business development
Thanks lor being hene today, Why don't you Introduce Manager,
yourself to everyone. Pee been with Dlitech 54 sines
Stating objectives Tell us a bit about yourself, 2002,
Werll be discussing .. Could you tell us all who you Pve wodked for the company for |
Jozgquin will ke examining .. arg and say something four years,
abowt yoursall? I'm based in the Valencia office, |
| work at our Bilbao branch,

Put the words in the right order to make sentences with expressions from this unit.

1t my let introduce me colleague
Z youve first this meeting come for s here the a  fime ?
3 Smith  know everyone Margaret does Ms?

4 pleasant had | journey vou hope &

c about tell bit yourself a us
will of gformer empicyes. 'L?IIIII.BIH &

6 down business o gel  lets that the money should be ‘an
impraving the lives of pre :
7 nice it's meet o wou person in Call & mesting 1o
Explain the paint of the

B be camt Sally us today with | try and eome ta a conclesion,
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DUTRUT

Can we make & stai now?

Read this advice for chairpeople aboul running meetings effectively. Which plece
of advice do you think is the most important?

Five golden rules for chairpeople

8 Time is god in meetings. Don’t let a discusston run on innecessanly, [T an
issue can't be resolved in this meeting, cut the discussion oft and continue 11 in
& later meeting. But if you and your colleagues have to reach & decision today,
be honest and tell them that they "Il have to sit there until the job s dons,

* Don't call meetings outside office howrs.
You want participants to be enthusinstic about
being &t your meeting, so never schedule
migetings for evenings or weekends.

Lets meer ot
10 to discuss the
A time management,

# Meetings are for business, not socinlizing,
A certain amount of small walk at the beginning
anvd end of 8 meeting definitely helps 10 create a
friendly aimosphers and build team spirit. But
time is money. Make sure that participants get
down fo business afier a few minutes of
pleasantries. Also make sure that business is
concluded before someone changes the subject
to foothall again,

# Give people enough time to prepane for o meeting. It's surprising how many
chairpenple call meetings a1 short nivice and then complain that the
participants haven't prepared properly, With advance notice, panicipants will
come to your meeting having theught about your agenda, read throwgh the
background papers. prepared presentations, and come up with sofutions 1o
problems.

# Meetings should be demaceatic in approach and spirit. The oaly point in
bringmg people together for a meenng 1310 len them discuss an issue, 1T vou
want to announce decisions that have been made, dont do it in o mesting but
find another way of communicating it. Your meetings should have a creative
and open atmosphere so that your peopls can make interesting contributions to
the discussion.

= [ you agree with the advice given here?
# [n which order of importance would vou put the five golden rules?
& What other pieces of advice can you give bo chairpeople?
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Can | make a point here?

m Complete the questionnaire by ticking v either a or b,

-
-

L]
-d

1

1 You want to maks & point in & mesting.

o wou:

&D whall kil someone also inrites
youl to speak?

hm make your pomt immediacely?

2 Bomeone is speaking in & mesting and

you want to say something. Do you:

! D walt until thay have Anlshed
epaaking?

b |:| interrupt them with your own
peaint?

Someore wantis to make a point while

you are speaking, Would you:

a |:] prafier that they walt until you
have finished speaking?

b D prelar that they nberrupt you to
maks their paint?

Turn to page 66 to find out your score,

LA SRR SRR R R AN R R R RN R R R R R R N N NN N R R R RN NN

4 Bomsons is talking nonsense. Do you:
a stop them?
b let therm goon?
B There's a long silence in a meeting. Do you:

i E:| eay somathing (anything!) to end
the silance?

M
"
L2
[ 1
[ 3
L 3
L 3
E
-
o
L]
L ]
L ]
hD relax and wrailt for someons alge Lo :

speak up? .
-
B Someone is not being clear. Do you: .
a Interrupt and ask them to explain?  }
™
-
-
L ]
[ ]
L ]
[ ]
L)
.
L]
L]

I l#t them finish and hope that oo
will understand them by the and?

7 Nobody wants to listen to you. Do you:
a stay calm and continue talltng?
] gat angry and stop talitdng?

LA R R NN RN R R R R R N R R R RN

1 Listen to 8 meeting of the management team at a conference-organizing company, and tick v/
the correct boxes In the table.

very good

1 Oyerall saleg

2

felecom sales

3 Pharmaceutical sales

4 Finance sales

5 [T sales

good

¥

acceptable poar very poor
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HIH
E} 2  Match the two paris of the sentences. Listen again te check your answers.
Lr ]

1 | think this was due

z The market is =till a bit depréssed
because
Sales were up here for the reason

& | think this was as a

g The IT sector performed poarly, the
regson

d

result of some bad planning on our part,

of debt and lower share prices.

being that we made some mistakes in aur
market research.

that the telecoms team performed extremely
well,

to excellent wark by our production team.

How use the words in bold to complete these sentences.

1 Az a

than ewpected.

z The board postponed the IPD
of the current lack of stock market
confidence.

of some aggressive
cast-cutting, our pre-tax profits are better

3 M Allman has left his job, the reason

__ that we weere unhappy with

his perfarmance.

& We're looking for 2 new PR agency for the

that our current agency has

run out of interesting ideas,

5 The praject failed

b a lack of interast among EEIF's senior management.

3 Put the words in the right order to make the sentences which George Finch uses to structure

what he is saying.

1 the quick here's situation overview of

a

2 at Ffrst  lets  telecoms ook

3 now pharmaceuticals o

lets tum

§ onto Il finance move the

now - sector

g IT about what 7

M,
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We use the past simple to talk about developments in finished time frames:

Our cusfarmer bose focreosed v size .. = st year  — wo peors oga,  — i M.
= between 2004 and 2008,

We s the present pesfiect to talk shout developments (n pnfinished time frames:

Qur sales hove increosed ... - during the current quavter, - for the fast two years.
= simce last year. - recentiy,

& Putthe verbs in brackets into the past simple or the present perfect to complete the sentences,

1 Dualsoft’s market share (decrease) in size in the last quarter of 2004.
2 The number of profit wamings issued by major companies (g0 upl in
the current quarter.
3 The fime we spend on customer acquisition (g0 down) this year.
& The size of Euclipse's workforce (increase) two years ago.
5 Pharmaprop's capital investment spending flevel off) since last year.
6 Complaints {decline] dramatically since 2004,
7 The rate of unemployment ireach a high) in 2007,
& The number of franchisers in Europe [rise} steadily between 2004 and
2008,
g Snce 1994, our staff sire [remain stahle),
10 In 2004 and 2005, the cost of parts (fally significantly.

Now write the verbs from the sentences above under the correct graph.
A

100
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LB Rk}
& 5 Listen to George Finch's presentalion again and complele the sentences.

1 Overall, our sales performed in the last quarter.

2 Sales were up here, for the reason that the telecoms team performed

3 Pharmaceuticals was at the other end of the scale. Sales performed here,

4 The guys on the finance team performed . 8% BVEL

g The IT sector performed

Mow write the phrases with performed on the scale, The lirst one has been done for you.

pﬂfmmdmﬁrm“;!mﬂprhmd

S —— - - —p

E Match the two parts o make sentences and guestions.

1 Are you saying that we a a point hera?

2 {an we come back b about that point?

3 Could | just ¢ promise we'll come right back to you.

& Could | make d interrupt you there?

g Do you think tha e should cancel our stand at the trade fair?

& Haold on a moment, f to make a point here?

7 Il understand correctly, g b0 your point in a minuta?

8 Just a moment, please, | h we should increase our marketing hudget?

2 What dao you think i please, Wa'll come back to wou soon,
1 Would you like i wouTe saying that we should end the confract,

Which sentences (1-10) can be used ...

a to interrupt someone to make a paint?

b to ask for other people's opinions?

c to stop someone from intermupting?

d 1o clarify someane's point?
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s

: J Listen to five managers at a European censtruction company meeting to discuss problems with
a project. There are several Interruptions. How are they different?

'f’? Listen again and complete the sentences from the dialogue.

- i an-3a . pleasa, Harry.

2 We'll right to you.
3 | possibly a point here?
g Canl = ____ here, Morman?
5 Somyto you, but can | make a here?
& + ED ;

INTERRUFTING POLITELY

in English-language Business environments, Inferrupting |s generally seen as acceptabile, However, It's
important to make interruptions palitely. Making your gofnt koudly over what someane else s saying can
be regarded as rude.

You can begin an Intesuption by saying:

Sorry to interapt pon or (more farmally)
{ apatogire far interrupting bat ..

This can be folicwed by a quick question 16 the wpeaker to give Ehem the chance to accept or neject the
inlerrgieon. Use -'.'I‘uE'E.HEII‘IE. Luh as:

Courld | eore in Rere?
Cowdld | make a podnf ere?
Coudld I fust camemenl an thal?

There are also ways bo interupt without waords, For esample, clearing your thraat or coughing helps you
{0 get samennt's attention before wou nterrupt them to maks a point or ask 2 guesthon.
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MDD
8 Uisten to extracts from two meetings and say whether the following statements are true v
or false x|,

a§-if

L]

1 Meeting 1 is about outsourcing the logistics and IT departments.

2 Ralph doesn't want fo use Buston Services because be thinks they can handle things
in-house hetter.

[ilE interrupts because she doesn’t hear what Stephen says,

Meeting 2 s about & takeover offer.

Robert is worried about the sharehalders.

Sue wants Gordon to explain something.

LI

e

Mow listen again and complete the sentences from the dialogues. Which sentences are used to
deal with interruptions and which are used to ask For clarification?

&
4

o}

Stephen Hold on, hold on. Can | make a point here?

folpk  Sarry, but | haven't Lwhat | was saying.
Sl Sorry to interrept but I'm afraid | don't really follow your o
Srephenn Could | ! finkshi
Robart  That should ..,
Gordon  Robert. We've already agreed that we .
Robert  IF | could just +, please,
Sue Can | say sométhing here? I'm afaid that | don't ¥,
Gordon  Just & 5. You'll get a 7 lo speak soon.
Beth Mo, wail, let's hear what Sue

i Sue?

If you don't understand what someane is saying, you can, of course, tell them with & sentence such as:
'm ofraia | don't waderstond your paint here,

You can use the fellowing phrases in beld to begin sentences asking someone to clarify their opinion:
Are you saping that we should have fnvested In mew profect monagement soffwone?
Do you mean thrat it was @ mistake to flower o prices?
I your point that v reed to start production eardier than planned?

W's alse postible to seek clarification by using positive statements instead of guestions. For example:
If I understand you comrectly, you meed more time to finish the report,

You can clarify what you were saylng with phrases such as:
Wieat | meant fo say is ...
{ was trying to say thal
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O  Unscramble the words to make questions that ask for clarification.

a that/saying mone/ ane we/staff/should/vou /hiref?
Are you saying that we should hire more staffd
b another meeting/think that/we should/do vou /have/?

¢ the training hudget,fis.fthal.fwe.n'w;' point/should increase/?

d upgrade/saying that/are you/our IT system/we should,?

& his customers/point that/is your/spend more /time with/he showld/?

Foowou Feel/conference next year/we should increase/do/the length/of the?

Mow match the questions above with these statements.

i |—F| The annuzl conferance was not
successful because 1T was
tod shart.

2 |:| Cur computer system is too
old and slow.

3 |:| He spends too much time
in the office.

| | The finance team is toe small,

£

5 [ | Wedon't invest enough
money in staff training,

I |:| Wa need more time to talk
abaut this.

" He sperds foo much time in the offfce.”
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10 workin groups of four to practise giving opinions, making interruptions, and asking for

clarification. Look ai the Useful Phrases before geing to the Partner Files.

Giving your opinien Asking for clarificatbon

I think ... I'm not sure | understand what you're
We should .., saying,

I'm convinced that we should — Do you mean that .7

| tend to think that ifs .- Are you saying that .7

It seems fo me that If | understand you carrecily, wou think
Interrupting et

Sorry, but .. Dwaling with interruptions

Sorry tocinterrupt, but | feel that o Hold on, pleasza,

Lould | come In hene? We'll come back to you in @ moment.
I'd like to make & polnt kere if | could.  Just 8 secand, please. | pramise wea'll
Can | just sy something about thal? came righl back to you,

Pamnir &
Pariner B
Parinec
Pariner O

11 Put the words in the right order to make sentences with expressions frem this unit.

1 there could just wou | interrupt 7

z thai you what point abowt think do 7

3 moment  come  promise  back youw 0 dn right o oa  welll
g something add wou like would 10 here?

5 | sayimg sure youre understand I'm  what  not

6 upgrade llke | comecthy  like wyou  you  understand  IF would

7 wyou saying the we that increase are should budget 7

8 I'm dort | meally afeid follow argument wouwr

| Your company has decided 1o apmmt an Eﬂﬂillh
language wr Calla rmeed

ra-qulrumﬁ'rta for this post. Wh ydp In?ue:
on the il:llp description, fﬂﬂm an adwvert

good candidates.

I —

to

Fils 3, p, w9
Film g, . 5
Film 5. p. 57
Mile g, o, &2
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Read the article about video conferencing. Do you agree that having a video conference is more
difficult than having a face-to-face meeting?

oUTPUT

Digital meetings: The growth in video conferencing

n incrensing nomber of companiss are

tuming o video conferemcing to bring
predict that in the pext 10 years, video conferences
will reploce as much a5 20% of business travel
‘Sowhy has there been swch growth in digial
meetings?

“The key driver belimnd oar
use ol video conferemsting
cosl”  says  Mastin  Pile,
Drirectaor of Corpomte Cam-
munications with 3 mulli-
national emginesTing  com-
that we can save on airfares
and hosel bills. Cur peaple
can et more fregquently o
les= cost.

Wideo conferenoes also
ciahle us to brang together

whi would nevermeet
il the techmolopy was oot
thiere,”

Fioan Clork, & communications consaltnn whs
sdvises companics  about  digital conferencing
solistions, is alse enthysiastic, But she sounds & node
of caution,

*Companics have to rexlize that the techmobogy is
mol free. Viden conferencing sysicms anc goiting
cheaper and more reliable, bt companics which
warsd b s them @il have 1o make some kind af
investmenl. This can be & particalar prodhbam far
smull and medium-siasd companies,” says Fiona.

“There's ako the problem of people feeling
comfortahle with video conferencing, " she adds.

“Weeting via & wideo link-up definiely beals
discussing [sswes vea emanl. Bui users often find the
video conference civinomment dilficull ; first”

Fioa ofien recommends companizs that adopt

video confierencing iy mvest m trimang for e sinlf
who will meet esch other digitally,
‘People have to realize
that & meeting via video
conference B nol the
same a3 @ [Bee-io-fece
meeting People can feed
fervons and o B &
iliflerent way than il
it comments.

“We provide training
wiiere we videoinpe wiers
and get them o noisce
iheir nervous  tics om
screen. Il people play
wiihi their hair or pat their
hamds En frome of their
nywailhz becouse they're
nervous, we can  draw
their anemtion o this amd help tsen wo agpess mor:
relaxed,” dlve adids.

YW also advise people fo slow down thewr body
Esnguage. Hand aml hody gestures can sometimes
BOEIT TRINE BUEressive (m screen”

*And don’t forget thal everyane should wear name
Tags duaring video conferences, " says Fiona

Having a viden conference may not be &5 casy as
going tooa real mesting, especially ai first. Bul more
of mirmeetings are going 1o he held via video link-ap
in the fitare, 18 kooks ke we're all going 0 Beed
some of that training.

= According 1o the article, what are the advantages and disadvantages of videg conferencing?

® Can you think of other problems users can have with vides conferencing? How could these
problems be avercome?

= Have you ever participated in a video conference? If 50, what did vou like or dislike? If not,
wiould wyou like to?
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I’'m not sure | agree

[zagreement Is an
impamant part of salving problems,
if it beads to conflict, that's great.
Conflict s oreative and produces
solutions,

You should never

dizagres dusing meetings.
STARTER The aim should always be to

reach agresment.

Which opinien{s) do you agree with? Discuss your answers wilh a partner.

LT
es 1 Three managers at the pan-European consultancy Proflexis are brainstorming guestions to ask
e job candidates in a group interview. Listen and tick v| the six topics they want te ask questions
aboul.
| budgets | | project planning
_| deadlines vs qualify __| staff
; I flexibility || team building
-| jumiar and senior members : time managemeant
el
£9 2 Howwill the managers ask for the particlpants’ opinions during the interview? Listen again and

mark the phrase or word you hear.

Would wou like to comment on / respond to that?

Do you think 5o [/ agree 7

Tell us what you think about / of this.

Does anyone  have any oplnlons on / want to say anything about  that?
What do you feel [ think about that?

Does ampone want to give us their views [ ideas on this?

o B el Bl e
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3 Now look at how the managers express opinions, Listen to the meeting at Proflexis again and

complete the sentence beginnings below.

y L] . we need to think of some diffieult ...

: [ . 1 think we should ask ...

5 [ snd . | thirik that we havenft askid ..

F [_ . i's more important to meet a project deadline ..
g I: . that's probably all we'll have ..,

Listen again and match the completed beginnings (1-5) with the endings (A-E) to make
sentences from the dialogue.

A |ﬁ: . tinee to talk about.

B |_ o than to guarantee the guality of the project outcome,
C !_. .. questiens about project manzgement,
D -.. about project planning.

E

.. ENOUEH questions about team building in the past.

Unscramble the words to make sentences which ask for or express opinions. Can you say which
Is whichiy

1 about/our website /vou think/what do/redesigning
What de you think about redesigning our website?

2 her job well/in my mind/that she does/well, /there's really no doubt

3 to finish/we should try/the report/mare guickly

& that | should chair/the annual general meeting/do wou think

5 should invest/that we/in a new IT system/it's absolutely clear

& instead/for you/fis it possiblefto fly to Manchester

7 4 new corporate image/but | think /1 could be wrong/that we need

8 feel that/by ship instead /send the goods fwe should /do you

Asking for an opinion: 1 Expressing an opinbon:
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5 Sometimes our apinions are stronger - or weaker - than normal. Read the sentences below
and decide whether the opinons given are strong, neutral, or tenlative. Compare your answers
with a partner's.

strong neutral tentative
1 | cowld be wrong, but don't we need to invest more
time in this project? ! l J
]

2 We could send him the minutes of this meeting, E |-

3 There's mo doubt in my mind that jess should spend
migre fime an planning. _ | LI

& We might need a bigger team for this project.
£ We should take a break at half past eleven.

& Mike doesn't spend enough time with his customers.

Y

7 | do think that John should come to the next meafing. |

& s it possible for her to spend less time in meetings?

5 There can be no doubt that we have a problem here. || L | L

X ﬁ Some managers are discussing whether to outsource their company's facility management.
g Listen and tick v the appropriate bex. What do they think about Craig's propesal?

1 Helen B [] [] [ ]

2 William _—| [ '_ [ |
3 Claire [] [ ] L] L]

4 Oliver L] i) L] L]

Mow match the two parts to mahe sentences from the dialogue. Listen again to check your

H::IE

AnNSWers.
Absolutely. | think it's up to a point,
| can’t go along wihether or not | agree with Craig's propasal.
I'm afraid | cant agreg,

with this, Olikved,
a fantastic idea,

[ TR~ N s B -

1
7
3
& | support the idea
g I'm nok sure
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CISAGREEMENT AND CRITICISM

When expressing disagreemeant or critlcism in English ir's nermally best to use polite and diplomatic
language. This is especially imponant when talking to native British English speakers, who — instead of
sEying [ aisegree! — will often wse (and expect to hearl phrases such as:

o afraid | con't agree.

Generally, you can expect Dusingss contacts from the US to be more direct In their use of language than
theis British countenparts. Some British people can be a little sensitive about both offerdng and sccepling
criticisam, This is probably why one of the mast frequently used phrases for disagreeing in British English
is:

¥ies, but ., . This feally means somelhing like: '('m saying} ¥Yes (because | dor't want to be impalite)
Sutt .. [ dor't really agree with wou at all).’

Work with a partner. Read out the epinions and use the phrases you have learned Lo say whether
you agree [strongly or tentatively), disagree, or are not sure.

¢ The biggest problem for businesses is that there are too many rules and regulations,

* We spend far too much time in meetings and not enough time doing real work.

* It"s more important to have a few customers who spend a lot of money than a lot of customers
who spend very little money.

= Urnemployed peaple should have to do work for the mioney they receive.

Work with two partners. You are meeting two colleagues from the senior management team of
your company to discuss three important policy issues. As you talk about the issues, practise
asking for and giving opinions using the phrases you have learned.

Partner A
Your topic is whether smoking should be
altowed in the company.

Tell your partners what you think about the
subject and ask For their opinions.

Partner B
Your topic is whether accepling and giving
iifts fo business partners should be allowed,

Tell your partners what you think about the
subject and ask for their opinians.

Partner C
Yaur tapic is whether you should allow
employees to work from home.

Tell your partners what wou think about the
subject and ask for their opinions,
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9 Larry Hodgins is telling his team about a preduct he has recently seen at a conference:
Voice over IP. Listen to this extract from the meeting and say whether the sentences are true v
or false|x|.

1 Larry doesn't think that they should use their cormputers [o make all their phone calls. L |
2 He wasn't very interested in Vaolce owver IP before he went to the presentation. __
3 The quality of service for Volce ower [P is excellent. =
4 The technical demonstrations at the conferance were not very impressive. _

g Metraloop said the call didn't go through because of a firewall.

Listen again and complete the sentences with words from the box. How diplomatic is the
criticism in the dialogue?

below standard + disappointing * inadequate » mediacre «
terrible * unsatisfactory '

1 The current Voice over IP solutions are, frankly, rather ,

2 The technical demonstrations that they gave wene

3 I all sounds a bit .

& One of the demonstrations was actually reaily

g It was all a litile o I must say,

6 The technology is still pretty .

DIFLOMATIC LARGUAGE TO EXPRESS CRITICISM
Samelimes you may wanl 1o express citicism in a strong and direct way:
Your pedfarmaence hos been tertible awfil,

But, mast of the time, yYou probably want to express criticism In a less direct and mose diplomatic
way For example, you should avold using negative words such & terrible and swful:

His perfonmonie was o His perfarmmance was mol very good.
Her reporit was termfe. Her report was mel really up e staadard.

You can also use words such a5 somewhal and a bit 10 soften criticism,

Your work an the grofect was samewfiel unsatisfactony,
Her maragement of the team 5 a bl disappoiiing,

Expresshons such as unsatisfactory, below standard, and Inadequate can be softened in this way:

The quality of service Is nol really saifsfactory,
The voice guality s mot really up to standord,
Yowr work i mot really adegquate,
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10 Rewrite these sentences to make the criticism less strong and direct.

11

1

The guality of your companys customer service is unsatisfactany.

Sorry, but the quality of your company’s customer s#rvice I8 not really satisfactory.
Your management style is terriblae,

=

The service we have received from Metroloop is mediocre.

The results of your market research are disappointing,

Your approach to problem solving is inadequate.

Geoffs presentation was below standard,

ne way to stop amguments (s 10 make positive suggestions that might solve the probbem.

| There are a number of phrates we can use to do this:

| suggest that we / they osk for another mesting with the supplier.
Lefs oak her fo sfort work g week earlier than planned,

Engiish-speakers aften put suggestions in the form of guestians:
Why don't we confact @ few aitermative suppliers?
Cowldnt we coume to the office of the weekend?
What abaut If par wrote her @ lefler exploiniog our poesiiian?

This ensuses that the suggestion does not sound like a command or an order and may
make it eatier for other people o Aghes to it To agres, say: That's a good idea,

Work with a pariner, Look al the problems and chooss which solution you prefer. Suggest the
solution using phrases from above,

1

2

Problem: Our current telecoms provider is too expensive,
Possible solutions:

d sawe money in other areas

B try o renegotiate the contract

¢ get out of the contract and find another provider,

Problem: Our call centre operators are rude to customers,

Possible solutions:

a provide mone training in customer care

b replace the existing team with staff who have a more positive attiiude
C  provide customer care via the Intermed
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12  wWork with three partners to practise exchanging opinions. Look at the Useful Phrases before

13

going to the Partner Files.

PHASES

Agking for opinions

Do you agrae!?

‘What do you think about that?

Would wou Fike to give Us your views on this?
‘Would you Fike to comment on that?

Do you think we should .7

Agreeing
| think you're right.
That's right.

Agreeing strongly

Apsafutel | think that's a fantastic idea.
I agree completehy.

Yes, that's definitely true.

Furinis &
Paiinm B
Feflnim C
Pailnim B

Fils &, g, &3

File za, p. sl
Filsay p in
Flimia, p. v

PARTNER FiLes 2

Agreeing tentatively

I think what you're caying [s true up to a
paint.

I suppase that might be trus,

I guess | see whalt wou rmear,

Dizzgreeing

Mo, | think you're wrong there,
I'mn afrald | can't agree with you there.
| dan't think that's true.

¥es, but ...

I complately disagres.
Making positive suggestions
Haw abiout IFwe .7

Cosldn't we just .7

Wiy dar't we 7

What abaut iF you 7

Put the words in the right order to make sentences with expressions from this unit.

1 that about what think you do?

z good that's wvery suggesfion a  yes

3 be sure not honest so that  I'm about o

§ fo agree point | & up

g that @ll afraid dono't at with agree | I'm

6 we about wisit person If company the how In?

You anrg crganizing & barbecws for twanty people.
You want to prayide hamburgers in warm oz, baked
potatoes, chilled wine, ant s4ft drinks. You
want to st down fo eat 8t 2 p.mi You '
barbecue equipment bt nothing elsé. |
Work in pairs to prepars a projct management pian

| Remember: some tasks can happen simultansoushy.
What time do you need to start?
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il Whether we like it or not, conflicts sometimes happen during meetings. Which piece of advice
for resolving a conflict do you agree with most?

-m The best way to Stop an ﬁ An effective way to and a confilet |5 {n ged
argumenl is o gel the people wha the paople who disagres to say what the others!
disagree to brainstorm solutions to the problem,  POFIHons and opinfons are. Mast canflicts happen because
This works well because it's a positive approach people dom't really understand what the athers are thinking.
1o the sitiation. Arguing is so negative and such IE they have ta think hard about this, it lakes the heat
& waste of time. Brainstorming solutlans out of any disagreement, no matter
helps everyone to work as a horw Strong.
team again,
_ An argument should be
E- Therg's na way that L stopped by getting the people invalved
a solution to a disagreement can be b say somy to each other for letting the situation
fpund if people are angry and upset, The most get out af control. If peaple said unplessant things

to each other durlng the argument, they should
apologlze for having said them. That's the only
way that evenfang can move on and stop
thinking about the conflict.

imporant thing that people need 1o da to stop an
argumant going further ks to coad ofL They can do
this by taking a short break from the maefing,
splashing same water an their faces,
and gelting Some fresh air,

OYER TO YU

= What are your strategies for
resolving & conflict?

= What was the last conflict you
had 1o deal with? How did you
resalve it?

= Do wou think apologies are
impartant in business?




=

We agree,

It's a deal

STARTER Answer these guestions yoursalf.
Then discuss your answers with a partner.
I Your partner

y How important is consensus in
the mestings which you attend?

2 [ the meetings you atiend
uspally end in agreement or
disagreament?

1 What st af lectars genesally
lead to disagreement?

4 15 it normally possible te
discuss the point causing
disagrsament until agreement is
reached?

g What cultural differences in the
way that agreement |s reached
have you noticed when meeting
peaple fram ather coundries?

# 1 stephanie Heller works for the UK subsidiary of a German company. Listen as she discusses
upgrading the company’s IT network with a potential supplier and say which statements are
true |v'| or false X |. Correct the false sentences.

||'|'h

o

1 Stephanie, lsobel, and Andrew have never discussed this topic before, |

2 Stephanie would like to order some new PCs, JIi]]
31 Stephanie might order more than cg PCs if the price offer is low enoagh.

4 Isopbel and Andrew's company will install the new PCs, |

t Stephanie doesn't want to pay more for after-sales service.
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5 Work with a partner to practise the dialogue. Swap roles when you have finished and repeat the
exercise. Use the expressions from exercise 4.

Partner A& Partner B
Make yvour offer: co mobile phanes for
€ 6,000 H‘M
Y
7 Reject the offer: it's too expensive!
&
F

Revise your offer: offer a 12% discounl. 3
o Reject the revised offer: it's still too

expensive,
Revise your offer further: offer an 18% /

discoiint,
You find this more interesting: buy some

/ time to think abogt it.

Accept the offer.

Offer a full-service after-sales package as
well.

WORKING TOGETHER TO
REACH AGRLLMINT

I can be frustrating when soms
participants put off 3 decision and a
maeting ends without agreement.

In an Intemational contest, it's iImpartant
to understand the reasons far this. For
Instamce, in South-east Asian cultures it's
the group that's important in decision-
making. An individual will seldom agree
to something until a consensus has been
reached among colleagues.

Othar business culbwres (such as those
of southern Eurospe) tend ta ba quite
hlerarchical. Executives may postpone
reaching an agreement urtil they kave
discussed the issue with their boss.

S0 don't push for agreement right away:
You may be pushing a potential business
partner away. Instead, reseanch befars

a mesting how the decislan-making
pracess warks within the business
culture you're dealing with,
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ﬁ There are a number of phrases which are often used during a negotiation. Complete the mini-
dislogues with phrases from the box.

room for manceuvre * get back to you * draw up a quotation * a range of possibilities =
Its hard to say * that depends on » to follow up on our conversation

a We don’t have a lot of time, Can you deliver the machine parts by next Friday at the latest?

8 how many other orders we'lie working on right mow Il check and
early tomormow,
C What sort of after-sales service can you offer us?

o There are L email you detalls of gur different service packages and
you can chogse which ane you want,

3 Can you give me a rough iea of how much this will cost?

F Mo, sorry. AL the moment " how expensive it will be, Pl let you know as
soon as | can,

G Will you have a problem Anishing the report by Thursday?

H Yis, | will, 15 thers P on when | can finish ¥ Can | ghve it to you a week
lakes than planned?

| Thanks for Laking the time 10 talk 10 me today, Now, what's the next step?

J Wedl, 1%l “ and send it to you, Then you can see In detall what we can
offer you.

K Mice to see you again, Sue,

L Hice Lo see you too. | wanted to mest you today from last week.
TALKING ASOUT POSSIBITES et e

We often show that we arg talking about possibilities in a negotiation by using conditional

Fonms-

Conditlonal 1 (1o show that something |5 Dkely o kappen)
If the price is right, we'll be oble to buy mare.
i you prepare some different aptions for me, N cowmpare the prices and specifications,
then makie o cholce,

Conditional 2 (to talk about things that are net cerain)
Could you deliver the system quickly If we gave you the orger?
We would be prepared bo pay more f we recedved o good level of tervlce bock-up,

Mpde that in conditional 2, the past simple faem af the verb s wsed in the if part of the sentence,
K vou prepared same different options for me, | could compare the prices and specificalions,
then make g choice, NOT: H-pou-worbd-prepare—
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J Complete the sentences with the correct form of the words in brackets.

1 IF they lgivel us more tima, wa would be able to look at our logistics
problems in more detail.

2 Tl glve you a 13% discount if you Iplace) wour order today.

3 | would be prepared to place the onder if vou {offer) us a better after-sales
service deal,

4 IFwe (confirm) the job offer today, he'll be able 1o start work at the

beginning of the month,

(W5

Fi [come] to your beam meeting at 10 a.m,, would | be able to leave at
migday? | have another appointment 1o get bo.

B Work wilh a partner to do the following role-play to practise talking about possibilities.

Sales Man
Nou afe 3 gmmﬂww —— . {H.irn:‘.l’_'c gverall ml-:J

« Provide betfer TErvlce
your boag, the sales dinecion, o roguest bao more for impareant cliends
miembers of St Bor your beam. You have made a « Fisil wadre MEw
roite ol somé al Bhe baredils that can be expected # L TTORAErS
you ged the new staff. Use conditional sentences 1o = (et more mdney Sram
explain to the sales direchor what hedshe can expect exiiting cuIfpmers

if your beam is increcaed by fwo new salespecpie

r

= v I8 increare in

= ovierall 1aler

.
Sales Director e s,
You are & sales direcion lstening 1o & reques! from :i..'“n i
your sales marssges Tor twio mone slespeople for

; _ * 15% iscrence in

his/ her besim, L condilional Sentences bo expiain , Fﬂﬂrfm-rw
he increases in pedarmance you expect if you o cwitemery

aree to tho incresse in staff.

ﬂ:ﬂ" 9 Listan to a meeting of the board at Gripex, an American-owned parts manufacturer
N for the automotive industry, where the directors are making an impertant strategic decision.

Choasa the word or phrase which corresponds to what you hear.

1 Christian wants Gripex to continue ¢ stop production in Germany and to decrease |/ increase
praduction in Slovakia.

Nadine is against | supports Christian's idea,

Regina abstains / supports Chrlstian's proposal.

They'll meet again on Tuesday /[ Thursday next week.

The board's deciston will result in 430 / 380 people losing thelr jobs,

L I - T 1
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0 10 Usten again, Complete the sentences from the dialogue with words from the box.

abstaining * abstention * against » favour » motion ® proposal »
propose * put * second * vote * willing

1| to the board that we ook at shutting down our plant in Germamy

and moving production to our plant in Slovakia,

2 s anyone to second Christian's 7

3 I it,

4 Lets this 1o a 3

g All those in 3 2

& Reging, Are you T

7 Christian's is carried: 7 votes for’, none ‘against’, and one

11 ook at sentences 1-8 below. Which of the functions in the chart would you use them for?

- v T 4 +
Right. Let's put this to W' decided that Doss sveryons agras W nesd to maks 2
avote. Mwmﬂ- with that? decision here,

[ | EJ '4: [ [ | B

1 5o, we've decided to advertise the job in The Times and to hold interviews on 307 August,
2 5o, does everyone think we should give the contract to Zafod Ltd?
Al in favour? Those against?

Can | assume thal everyone is now happy with the decision?

L= Y

Can we have a quick show of hands?

w

6 Just to confirm, we're going (o increase the size of the call centre team and provide more
customer service training,

7 Ara we ready to make a decision?

2 Lets decide what we want to do now
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12 During a meeting, the chalrperson has to be aware of the time, Find sentences that can be used
to control the timing of discussions,

time. | 2 Wee: five,

out running by
of time. finish

until without 5 Let's time, over only.

& Remember, again remember. the next unless
we don't have deadline il within

13  Work with two partners to practise negotiating an agreement, m Parbes & M i, 3. 50
Fartami B e 30, @

Look at the Useful Phrases before golng to the Pariner Files.

Parbimii{ s 4, 9, 5k

hipii e RETTS—- —_
Rejecting an affer Accepting an offr
Sarmy, but I'm not able to go aleng with that, | think we'll go for that,
Unfortunately, | won't be able to take wou up That sounds good to me.
on that, That would be great.

I'm afraid | car’t agree to that,

{-don't think that woluld be possibie. Ashing fur time: bo sansider

I'd like & couple of days to think this over,
Can | get back to wou on that?
| need some time to think it over

ifl. Pul the wards in the right order io make sentences with expressions from this unit.

1

can we'lll we on You to

soon get as as back that m
Your company is under threat fram competitons.
You have o reduce overheads by 20%. Your present

distuss we can later that

again 7 :
C0sts are divicked as follows:
ou  can't with afraid agree - I
i : : Salaries: 400 R &D: 5%
I I'm thera i ; ;
Marketing: 0% Travel: 5%
think couple to  like of Admindstration: 108 J Fanilﬂjls:rb&-
I'd ower this a days Rant: 10% r Sundries: 5%

Communmcations: 10%"

Hold a masting and dacide how you can make tha
MECEEEAry SCOMDITHES,
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Read the article about intercultural training for business people, Do you think intercultural
awareness is as important as foreign language skills when doing business with companies
from other countries?

DUTPUT

Building intercultural bridges
for reaching business

agreements

Discussions between companias from differant countries often
break down because of a lack of cultural understanding.
Training in intercultural awaraness — as well as languages - is the
key to bridging the communication gap, writes Samantha Cole.

More and more compaiies are mereasing their
language training budgets to equip stall for glinhal
hiiginedas. Bl.tﬂﬁ.ngl.ugc idome it alwaysenough,
Aocording 0 Nel Calder, commundcations
consiltant, language trming 15 oenly half the
story, “Companies from different countries can
usisally dead with language di ferences by leaming
foreign Innguages. Bl they nlso need to be abla
o deal with cultwral differences. That's where
imterculturnl trining comes "

Accosding o Cabder, the differences between
northern and scuthern European countmes ane
well documened. Executives: from Germany
who want (o do buziness in laly of Spain need to
undersiand the ground neled. Meetings are rarely
wsed 1o sobve problems amd reach agreenvent in
il eouniries. Ingtesd, meetings are used o
xpm&ud information about decisions which have
alressdy been made,

Simalarly, busimess pﬂnp{e meed oy Endersinnd
the cultural sysicms of respect and deference
when they meet up with Asinn counterparts.
For example, senior executives from Japan will
only discuss busingss with peopie from the same

management kevel. The messoge For companies
here &, don’t send anyhady bt semior people to
meetings with Inpanese counferparts.

Calder bns tumed his atention recently 1o
ceniral and eastern Europe (CEEL So what has
bie Found ouw?

“There are as many business cubiures in CEE
as there are countries. but we can make a few
pencralizations. For one thing, you can expeci
e discuss & proposal &t a meeeting reght through
to the agreement stage. But, in the end, verbal
agresmienls are not aken senoasly in the region:
wiouir busiivess partiers will want iosee sometbims
in wating suthning the sgreement (n the days
after the meeting. '

50 how does Calder see the future of inter-
cultuml pwareness in basiness?

"‘Companies are still investing mone money
in improving foreign langueape skilks. 1 want o
see 3 sttuation where mvestment in intercaltaral
awareness 5 on the same level as language
training. Only then will companies be able osend
ouit well-rovnded executives capable of building
business bredpes in the global enyvironment.”

* In your expariance, aré there mare similarties than differences in the way that pegple from
different cultures behave in meetings?

= What cultural differences hawe you encountered when doing business with people from abroad?

« What advice about business meetings in your country would you affer to someane from another
culture?
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W

| want to explore

I'm sure that we can work

If the price is right,

Let's |eave the issue of price

Once vou've declded whal you want,
Wee'll get back 1o you

[=%]
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2 Listen again and say in which order the speakers discuss the following points.

3 3 Match the two parts to make sentences from the dialogue, then Listen again to check.

wie'll be able to buy more.

wtil later.

we'll be able to get them out to you within a weak.
something out for you.

as 5000 as we can on that,

the possibility that you could help us with this.

44 Which sentence means the same as the first: A or B7

1

5

Unfortunately, | wor't be able to take

You up on that.

can | get back to you on that?

I think we'll go for that proposal.

I'd like a week to think this over,

| meed to run this past my boss.

Which of the sentences {1=5) can you use for:

accepting?

rejecting?

| N |

buying more time?

I'm afraid | can't agree with yiou,

n

=

Can | disagree with wou about that?

|| A I'mafaid | can't accept your offer.
B
—| B Can | give you &n answer to that lates?

|
3=

We'll probably agree to that proposal,
B We'll probably attack that proposal,

A | need a week to consider this,
B I need a week to understand this,

| | & I need to make sure my boss doesn't
find out about this,

| B | need to get my boss’s approval

for this,
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o

So, | think we're finished
for today

R Answer the questions, then work with a partner
and CoOmpanre your answers.

Are all the meetings you attend recorded in a set of minutes?

Do you and your colleagues take turns to take the minutes, or does the same person always do
the job?

In general, how detailed are the minutes from your meetings?

Wha are the minutes distributed to?

Discuss the advantages and disadvantages of minutes with your partner.

AR
€3 1 The management team of the Scottish fabric company Tweed Tradition is discussing

i redesigning the company’s offices. Listen to the end of the mesting and correct the six mistakes
in the minutes.

Meeting to discuss redesign/move — 1* March 2 p.m.

Action points:
Mike to ® contach two ingario dnnn‘namfmqu.nmnnmtnrnfﬂmr&dadgn
» look for interior dosign software (important!]
Bia Do inﬂ:mmrhﬁuumbmduabmﬂumlfuﬂngm
Andy to iﬂtunﬂhuﬁhﬁmm{dﬂmkﬁmmdmﬂmﬁ
« get quotas from two other builders
Safflio  * look for new compiutars
Mick te -phnhuwmhapaﬁ:utunﬁngmthhrdunnghuﬂmnﬂwmﬂ
Jahn to » talk to lavwyers

Meset masting: 3 March 2.0 pomn,
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a0

¢ 2 Complete the sentences with words from the box. Then listen again lo check your answers,
[

1 Let's things up there,

2 | want (o go what we've decided this afternoon.
3 Let's a time far our nest meefing.

4 That our business for today,

g Thanks for vour active this afternoon.

B We really got a lot af business.

TAKING MINUTES

Minutes stari with the date of the meeting and a short description of what the meeting was
about. Thare should also be a list of who was at the meeting and who was not able to atbend:
Meating to discuss Cheistmos public reloffons activities - 158 November

Present: Novman, Une, Frozer
Apalaglas: Franca, Connar

Useally, it is best fo keep the minutes shar and simple;
fahm o folk fo bank

Vates are usually recorded,
The committee dedided by & wodes to 1 to hive @ new salespersan, (This means that siz people
vated for hiring a new salesperson, and one person against.)

L 3 www.plush-furnishings.com is an enling soft furnishings retailer. Listen to a meeting of the cost
=1 accounting team and answer the questions below.

1 |s Ken happy with the outcome of the meeting?

2 What are Petra and Alex going to do? Why?

3 Who does Edward have to meet? Why!

4 What does Ken think of Edward?

5 What does Ken have fo do next?

& What are the action points from the meeting?
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@5

Now listen to a meeting between managers at a call centre and take the minutes, Use the
example in exercise 1.

The last item on more formal agendas & usually AOB (Any Other Business). This
describes a part of the meeting which is resenved for the discussion of items which ara
nat identified on the agenda, n a meeting with an agenda, the chairperson often asks at
the beginning whether participants want to discuss anything unders AOB:

Dres crpome vl anptiing they'd like to bring up under AOBT?

IF a subject comes up during a discussion, but is not directly refevant to the discussion,
# chairperson might ask that the item be dealt with under AGB:
Cowld we denl with that paint under AGEF

This way be'she can make sure that the agenda is followed.

& Match the two parts to make sentences which can be used to talk about ADB.

WOoE L B e

K. Is there any ather a over that point under AGB?

Let's talk about B up under AQDBE?

I have an item ¢ business that we need to discuss?
Is there anything that anyone would lke o bring  d  for A0DB,

Could we talk e that when we get (o ADH,

Listen to thres dialogues of people saying goodbye after their meetings and match each

dialogue to the correct description,
Dialogue
1 The speakers know each other well, D
2z The speakers work in the same office, |:|
3 The speakers have never met before todays meeting. D
] Listen to the dialogues again and complete the sentences.
1 It really was a o meet you in person at last.
¢ The pleasure was all =
3 And thank vou for the time to show me around your plant.
& Well, Mr Marks, Matthew will show you back down to __
g | hope that you have a journey home. Goodbye.
& Well, thanks for aleng this afterncon.
7ol was a a5 always, Catherine.

Have a safe back to Birmingham.
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g Bye,and _ — ______you again ¢ Catherine,

13 Carl and Gary, thanks for us today,

11 Anyway, I'd better going. | have another meeting in five minutes.
12 58 you guys far lunch?

ﬂ After a meeting, people often write follew-up emails. Complate the three emails with words from
the box.

attached = attending = in contact = greatly = impressed »
interesting * know * spending * taking

HE‘W.HM D‘HMI'ECM.

tearn mesting yesterday - & was raally * the time to meet me yestarday,

it reaity was maost :
usetil o have you there, Attached ara — ook
£ around your plant. | was vary

nutes of the mesting. o
tha mi “?mﬂmm'ﬂwwmw:num
| spoka f Andre and Sabine after kunch cartain that this will guarantae you success with
mmmawumm Your expansion plens,

I was alzo fascinating to hear about your plans
to enter the Chinese markat, We wil b proud

interdepartmental meetings. i
nga to affer you any assistance that we can in ths
What time are you going for lunch? i
')

Lat ma - MMMIMMWEWIDﬂmm
engingsr Mr Kovak who will be 2

Cheers, WiEh you in the naar fubure.

Julie
| " look forwsrd to our naxt

eting.

Best regards,
Bernard Marks

Draar Sihius, |

it was good to see you HH“MF”F"I Ienﬂni‘d“

ofourdiscussion __ "tothisman.

% “ fime Iooking at our new rangs

T i 2 sent tha
of wter-rasistant fabrics. As promised, | have now
aamipkes t you - they should be with you by Wednescay.

| {oak forwand fo seeing you in August. Have a nice hobiday!
Best wishes,
Roger Coribear
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g Work with two partners Lo role-play a meeting. Look at the Useful Phrases before going to Lhe

Pasiner & a3, p 5B
Parinee L Flea, pgh

Pariner Files,

USEFUL PHRASES

Ending a maeting

Let's finish here.

| think that's everything,

| think that brings us to an end.

Confirming decisions and actions

So, o sum up what we've decided ..,
Right. I'm going t .

We've dedided to

Tracy, you'll

Thanking someones for a meeting

Thank wiru all Tor coming in 1oday,

Thank wou very much for your time,

Thank wou for your hard work, | think we'yve
Ccome up with a lot of good ldeas.

Saying goodbye

| bk foreard to seelng you (alll again
s00n,

| hope you hawve a sale jourmey,

Hawve a safe trip home,

10  Put the words in the right order to make sentences with expressions from this unit.

1 here up things wrap [lets

2 again time once wyou and today thank

us - wisit

3 safe  home that | jourmey  you  hawve

4 pget meeting minutes  betler another 1

r again seeing forward to | soom look

You have baan asked to look aftar two foreign,

visitors :ltﬂhowmlﬂﬂl S-Lmdar in yeur ll:i'h.- TI"E&
budget i $400. How wiould an'pnm 1# :qy in
arcer 16 make the best pos mﬁawpn ar;
them? Plan a full day Slarting at 9 a.m. lfll:l ﬁntp.lmu
late atnight. 4 =3

the for taking come to

hope

I'd Egoing have in
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Have you ever done business with people from any of the countries in this guide? If so, do you
agree with the information given?

OUTPUT

Mixing Business and Pleasure

Gone are the days when business was only carried out in offices and conference rooms
Now people mix business and pleasure in a range of settings. But what are the rules of
business entertaining in an international context? Here's a brief guide.

China w common with otner

kean on ledish business ertertaining.

Lerge evening meals ama very much on the agenda
here. Expect your host bo order epough o feed twalve
peaple for & party of s The meal will probaily also
consigt of several courses, o i1'sa good idea 1o pace
yoursel and not eaf oo much eary in the meal, That
said, OO MENNENS Feuire you 1o | e lote of the feod
ursaten- fnishing off your food will sand the irsuling
signal that your host has not ordered ancugh to satiafy
yaur hunger.

It's mat & bad idea to practises esting with chopsticks
before making your businass trip to China. Your hosts
will certainly appreciate your efforts to wse them and
yau should ewaid ssking for Eunopean-she cutfery o
at all pogsile.

jﬂpﬂﬂ I yois're doing business hire,

you can epect to be lavishly entertained

after office hours by your host, whe will

pick up. me il Yor food and dinks. 0 the avenings,
DUESineEs i pratty much off the agends, 5o don't axpect
i puit Ehe finishing bouches 1o 2 deal cver sushi. What is
firmily on the agenda, however, is drinking — and quite 3
lotof it. Japanese business peaple can consuma 3 good
deal of saki during an evening's afier-work partying
and anjoy foasting cne another. I somaone offers youa
foast; be sure fo refurn the complment.

Karaoke ts &n eapecialy popukar activity for entertaining
business contacts. i you are taken to @ karacke bar,
the golden nae Is to take parl. IS important bo show
yiour hosts that you'ne a good sporl, even if your singing
woice 15 nol exactly your strong paint.

Britain oo eass messes
They'r despply unpapular, even in forwerd-
looking London, The British prafer o
do business over lunch ar, on occasion, dinner. The
fatier maal is, howaver, usually ressrved for pleasurs,
allowing business contacts an opportunity to gef fo
know aach pther & lifle betbar, =0 don't expect bo talk
shop aver your lamb cuiet and trifie,

Dine: afier-hours vemuewhers Dlsnass and pleasisne can
be mixed |5 the pub, ‘Going ko the pub' & somalhing of
a rational postime, no B 50 among business peopls
than the population a8 a whole. f your British business
contacls take you & the pub, be prepared fo drink
Ehé British wersion of bear, Expect somathing a (it
diffarant from tha light, rafreshing beers you may be
used 1. Brifigh baer — warm and flat - is an mpaortznt
national product. Make sure to try if before moving on
to sormething a little more drinkabie.

USA oresest mestings, whers

business & mined with smoked salmon

and scrambled eggs, have become pretly

papukar here In recent years, If you're imdled fo one, sel
your alarm clock for an garfy rise: such mestings often
et under wiy &% sarky 85 Tom.! Expect to discuss a
lof of business over vous breakdast

Businass people from the US are glso keen on efter-
hours enberaining. It's not wnuswual S0 receive an
imvitakion to hawe an ewvening meal with a business host
ak his ar her home. i yoo receive an mvitation like this,
remember o tem up punchualy, You can abo expect
a tour of your host's home before the evening pets
urderwary, Bring fowers or a bottie of wine, W

= After a meeting is finished, do you prefer 1o sociallze with your business partners over a drink in
a pub, or would you rather take them o a cultural event such as the theatrs?

= Can you offer advice about soclalizing with people from other cultures that you have worked with?

= What advice would you affer & visitor to wour country about the after-hours business culture?
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Test yourself!

Acrons

1

15
13

14
15

a
21
dd

23

45

Another word for prepere: "I .. o guetation for pow and semd if fo youw By Fridoy.

(2 words - 4. 3]

I eovme o our team meeting af 10 a.m., ... [ be able o leove af middey?

To hald a meeting Later than griginally planned: Unfortunately | can' t make owr meeting on
Tuesday Courld wet ... e meeting to Wednesday?

Ancther word for bodly: Sales performed very .. hers,

Ancther phrase for Let' s firish owr meeting pows Let's _ things up bheve.

To suppart a motion: [ .. thol.

To start a discussion: Who wants fo get the balf 7

The sppasite of f bhink pou're absolutely dght: | campletely ...

To reject an offer or suggestion: 'm afraid [ waon® t be able lo . you up o that,

The woice quality is terrible; The voice guality is mof really up to ...

A group of people who work together In a department: Every Tuesday ail the peagle i iy
department ger together for o guick .. meeling.

Explaining why something has happened: | think this wes a5 a... of same bad planring er our
part,

Hat exact: Con you give me @ .. idea of how mouch this will cost?

Denem

Z

Anather word for schedule: Cowld you . a meeting with the morkefing assistant for next
Tuesdoy?

To speak when somebody elee ic speaking: Caa | _. hera?

Anather way to say exemine: Our obfective foday (8 fo ... the aew odverdising compaign,
(2 words = 4, 2)

6 [Dan) can't come to the meeting: (Dan) has send s ...,

iz
15
i7

1o
24

May | ... Tim McCarthy to youw? fim, this s Charlatfe Boae.

To change the time: Can we ... our meeting? I m afrald | wan® ¢ bhave Hae on Tuesdoy ofter ail,
To make a democratic decision: Right. Let®s pad this loa_

The written recosd of 8 meeting: Haowve you gof o note of that for the ..., Ms Michee!s?

A person im control of more formal meetings: A should foish the meeting on time, even ifo
declsian hesn't been reochad.

Ancther word for sop something abowh; Dees anpone wanl (o . an that?

Another way 1o say Lel’s sharf new: Led's gef ., fo basiness,

The list of topies to be discussed in a meeting: Colin hos osked me to drow up o quick ... .
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Partner Files

UNIT 1, Exercisge 4 File 1
Partner B

You need to arrange a meeting with two colleagues.
Yau want to discuss the problems yvou anme all having
with the new customer service software your
company has invested In. Find a time that suits you
all to meet, Do not show your diazry Lo either of your
pAFnEers.

Manday
L2 30 =2 00 Mavon Browm

£ -5 K1 Adser agwe HE medndger

Tumsday

S -F L O0) Harrdt s prosintdivn

FEI0 -1 O Progress seering wibh Sy ond Aissrew
Wednesdsy

12 0 -2 30 Bvonesi vt ety

SO0 =545 Prapaer for AZT Lid weening

Thursday

A =530 Aeening B9 SiSruss passil saperaens
s ATF L b

Friday

oAy spar-onbing aoelabas

UMIT &, Exercise 9 File 2
Partper €

You are chairing a maeeting bebween your company,
Holdermatic Ltd, a manufacturer of vending
machines where you are head of production, and
Moble Paints, a manufacturer of industrial paints.
You hawe just finished discussing whelher Noble
Falnis can develop @ new paint for your wending
rachines,

Start the rele-play by concluding the meeting. Make

sure you do the following things:

= pgnd the meeting

= ack the gthers bo summarize what action they are
going to take

& thiank your visitor from Noble Paints for coming

& ghow your visitar fo the receplion area and say
goodbye.

After thie mesting is ower, write a list of the action

points and include 1t in an email te your colleague
and the representative from Noble Paints.

UNIT 2, Exercise 14 File 3
Fariner A

You work for Burotech PLE, an office equipment
comparny with brarches across Europe. The firm has
recenily bean taken over by a LS company which
wants to Implement |15 guality control methods at
Burotech, The US company has selected stafl from
all levels of the business to act as Quality Workers
and is holding a series of meetings to launch the
project.

Yau are the chajrperson at one of these meetings.
Walcome the other participants, Explain the
objactives of the meating to them. Ask them to
introduce themselves and provide seme background
information about thelr work for Burotech.

Objectiver of meeting:

themrelver.
Explawn the quality control methad.

Brainstarm islear abdut how fhe
ethad can be implemented at
Becrotech.

UNIT 5. Exercise 13 Flle 4
Partner C

Yau ara the assistant finance manager at Genexsis
Ltd, Your boss wants to buy software licences from
AccountSoft, He /She wrants your entire team of

g0 people fo have licences. Each licence costs € so.
He/She thinks that the licences are too expensive
and wants a discount of about 20% for 50 licences,
IFheshe can't get AccountSoft Lid to agree to a
high-enough discount, he/she will order fewer
licences to be used by key staff members. Your boss
will negotiate the number of soffware licences you
will buy and the price you will pay for them, but you
are enthusiastic to take part, Try to speak a5 much
as possible by making polite interruptions.



UNIT 3, Exarciss 10 File &
Partner C

You're a member of the public relations team at a
pet food manufacturer. Your leading brand of dog
food is Friskeee, Unfortunately, you've just beard
that Friskees cantains amall guantities af 24T, This
is a chemical which ks nol dangersus far animals to
eal. It can, hiweyer, Cause Sickness in humans if
they eal a lot of i1 Food salely guidelines do not
provide clear rules aboul Za4T and there is no legal
reasan why you shauld withdraw {he prodduct from
ghaps, This is strictly & potential public relations
prablernr,

You are geing to have a mesting with other
members of the P& team to declde what to do. Here
ane your notes for the meeting.

]T"-E-.I'I'.-Mjﬁ'ﬂ will At e -HI-'I:I|.I'
dehuf:l-mltkpmb{m‘ bulfﬁd’q}ﬂ"
e shawld:
* et fell anyone ouriide fhe o

abour the problem Bl
© remaove Friskeee from al) sthaps
* eltitinate Z94T frome Erirkese

the fupure 4

Deuring the mesting, as well as offering your
opdninns, you should interrupt the other participants
and ask them to clarify what they are saying.

UMNIT 4, Enerciss 12 Fil= &
Partmer &

You are 8 member of the custamer care
management 12am at the subsidiary of & British
insurance company in your country. You are meeting
with thres other managers to discuss possible
changes in the way you offer custamar cane.

The company has a call centre with &5 agents, 25 of
these agenis spand their time making calls to
potential customers. The other 40 agents answer
calls from paotential and existing customars.

The company has been looking al web-based
customer cane for several years. You think that call
centre agents should ne longer answer calls from

Partnes Files | BT

custemers. Instead, there should be a customer care
website where new customers can buy insurance
and existing customers can Find answers to thelr
nuestians.

Your reasons for thinking this ane:

= fn effective website 15 not cheap, bul you would
save money on staff and training. This money
cotld be used for designing and developing the
wahsite,

Call centre agents sometimes give customers
inaccurate information and are sometimes not
verny polite, & website would fet wou controd the
quality af your company’s customer care.

URIT &, Exerclse 14

Fastner C

You work fior Burotech PLC, an office equipment
company with branches acrass Europe. The firm has
recently been taken ower by a US company which
wants to Implement its guality contnol methods &t
Burotech. The company has selected staff from all
lewels of the business to act a5 Quatity Waorkers apd
s hodding a serles of mestings to Launch the project.

You @re are of the Quality Workers, The chairperson
will ask you to introduce yourself and your work for
the compary Use the folkewing details:

Hame: LEe wour Owa mEme

Joibs title: Administrative Assistant
Based In: Use your own fown
jolmed company: 2002

UNIT 2, Exercias 14 File B
PFartnar O

You wark for Burodech PLC, an affice eguipment
campany with branches acrass Europe. The firm has
recently been taken over by & US company which
wants [0 implement is guality control methods al
Bursiech, The cempany has selected staff fram all
bevels af the business to act &s Quality Workers and
i hodefing & series of meetings (o Launch the project.

You are one of the Quality Workers, The chairperson
will ask you to introduce yourself and your work For
the company. Use the following details:

Mame: Use pour pwn Roae
fob title: Purchaging Team Leader
Based I Lise WO T N

Hrred Company: 2o
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UNIT 3, Exarclas 10 File 9
Partner B

You're a member of the public relations team at a
pet food manufaciurer. Your leading brand of dog
food ks Friskeee. Unfortunately, wau've just heard
that Friskeee contains small guantities af T44T. This
i5 a chemical wihich s nat dangersus far animals ta
eal. It can, howeyer, Cause Sickness m humans i
ey eal a Lot of i Food safety guidelines do not
proveide clear rules about Ta4T and there s no legal
reasan why you should withdraw the product from
shops, This is strictly a potential public relations
prohiem

Yo Are E{Ii:ﬂg 1o e 3 I'I"I'E'E[II'IE with ather
miembers of the PR team (o decide what to do, Here
are your nades for the meeting.

This is not a serigas probiesal Peaple
are probably not going fe eat tie
product,
We. shasl: :
« try to keep this infarmafion
emflal
' ::'.Tﬂ;rhkm iW thee ﬂ'ld,!:if .
+ eliminate Z44T from Friskees in the
WIE
« prepare & PR sivateqy g0 ghuiw we aré
climinating Z44T fram the deq
food, ¢4 wse if the wiedia finds
puid mbrdut the problem

During the meeting, as well s offering your opinion,
you should interrupt the other participants and ask
them to clarify what they are saying.

UNIT B, Exsrcize 13
Fariner A

fou vark lor AccountSoeft and have a meeting with
the Genexsis Lid nance manager. He/She wants to
order software licencas. Each licence costs & go,
Normally, you do not offer discounts unless the
customaer arders a1 least go licences., The standard
discount is 5%. However, you rezlly need ta get the
order from Genexsls ard are ready to be mane
flexible about price than usual, Megatiate the
number of software licences your customer will bay
and the price he/she will pay for them, Try to get an
arder for 85 many licences a5 poddible with the
smallest possible discount,

Fila 10

UNIT 4, Exercias 12 File 11
Partner B

You are a member oF the custamer cang
management team at the subsidiary of a British
insurance company in your country, You are meeting
with three othar managers to discuss possible
changes in the way you offer customer care.

The carmpany has a call centre with &5 agents. 25 of
these agents spend their fime making calis to
potential cusiomers, The other 4o agents answer
calls fraom potential and existing customers,

The company has been laking at web-based
customer care for Leveral years. Some people ars
saying that call centre agents should no longer
answer Calls from customers. Insteac, they think
there should be a custamer cane website where new
customirs can buy insurance and existing
custamers can find answers ta their questions,

vou disagres strongly with the idea. You think that:

= The company woulbdn't save any money. A
customer care website would be very expensive
and the company wiil lose money as customers
who da not want o da business an the Interne
go to other insurers,

* Juality of sarvice problems should be solved by
providing more training for call centre agents. &
“frequently asked guestlons’ page on the website
wilk nat help customers with individual guestiong.
Also, people will ot want (e buy (Asursnde
products withaut first speaking to a call centre
agent.

UNIT 8, Exerclsa 9 Fila 12
Parimes &

Yoou are a salesperson for Mobde Paints, an
American-owned paint company which sells mainly
to industrial companies. You are meeting with twe
production englneers fram Holdermatic Lid, and you
have just finished discussing the possibility of

developlng a paint far their new range of vending
machines,

In the meeting you have agreed bo

& arfange & medting befween you, Meble Paints'
head of product development and the people from
Halkdermatic, You will try to set up the mesting for
tevo weekcs from now

= start work on developing the new paint

= draw up a timetable for testing the new palint.

Once the meeting has finished, write an email 10
yaur contacts at Holdermatic thanking them for the
meeding and confirming the action you will take.



UMNIT 1, Exerciss 4 Fila 13

Fartner &

You need ta arrange a meeting with two colleagues,
You want to discuss the problems you are all having
with the new customer sarvice softwars your
company has invested in, Find a time that sults you
all to meet, Do nat show your dizny to elther of your
partness,

Monday | 10-12.30 Mees Stepleen. Story

1.00-6.00 [ntenviews for feam
arsiotant ol

Wednesday | [ H#thm:g OK. Baprineds

Thursday | 4.05-11.15 Measing 0 dirceutr next
quarters targeds with Gesrge Cox

11.30=-12.30 Meet Frana Maciab

8 dircns raftwiere proflesis

Friday All-day Eram-bullding worksap

UNIT 2, Exercise 14 Flle 14
Partner 8

Yau wark for Butabech Lid, an affice equipmen!
campany with branches across Eunope. The lirm has
recertly been faken over by @ US company which
wanls to implement (5 quality control methods at
Buratech. The company has selected staff from all
levels ol the besiness lo act as Qualily Werkers and
is halding a series of meetings to laundh the project,

You are one of the Quality Warkers, The chairperson
will ask you to introduce wourself and your work for
the company. Use the following detalls;

Mame: Lisa your owm name

Jod title: Regional Loglstics Manager
Based ln: Use pows a9 fawn

ned company: 1697

Parinet Files | 59

UNIT 3, Exmroise 10 Fils 15
Fariner A

You're the manager of the public relations feam &t a
pet food manwfacturer. Your leading brand of dog
faod is Friskeass, Unfortunabely, youtve just heard
that Friskesee contains small quantities af Z447. This
Is & chemical which is not dangesous for animals te
eat. It can, however, cause sitkness in humans i
they eat a lok of i, Food safety guidelines do nol
provide clear rules abowt 24T and there is no legal
reason wihny wou shouwld withdrsw the pradusct fam
shops. This is strictly a patential public relations
prohiem.

¥ou are going to chair a meeting of the PR team
where you will decide what to do. The meeting could
bar martheer stressful, Participants will prebably have
some strong views on the subject and intesrupt
wach other a lot, Try to ke fairin the way wou handle
imterruptions, Your aim i< to aliow a discussion in
which eweryone can take part.

UNIT 4, Exarclss 13 Fila 18

Partnar O

You are a member of tha customer care

manage ment team at the subsidiary of a British
insLUTANCe company in your country, You are meeting
with three other managers to discuss possible
changes in the way you offer customer care,

The campany has a call cendre with &5 agents, 25 of
these agents spend their time making calls 10
potential cusiomers, The ather 4o apents answel
calls fram patential and existing customers,

The company has been looking at web-based
customer care for several years. Some peopla are
=aying that call centre agents should no longer
answer calls from customers. Instead, they think
there should be a customer care website whare new
customers can buy insurance and existing
cusiomers can find answers to their guestions.

Your job s to chair the meeting. You are uncertaln
where you stand on the issue, Listen carefully ta
wour colleagues” arguments and ask them bo ¢larify
what they are saying. By the end af the meeting,
decide logether whal 1o do,
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UNIT 4, Exarcias 12

Partner C

Yol are 3 member of the Cuestomer cans
management feam at the subsidiary of & Biflish
inSurance company in your countrg You are meeting
with three other managers fo disouss possible
changes in the way you offer customer care.

The campany has a call centre with &5 agents, 35 of
these agents spend their time making calls o
potential cusiomers. The olher 40 agents answer
cialls Iram potential and existing customers,

The company has been looking ai web-based
customer care for several years, Some people are
saying that call eentre agents should fo longer
andwer calls from cuslomerns, inslead, they think
there should be a customer care website wherne new
customers can buy insurance and existing
custpmers can find answers to their guestions.

Yau disagres with the idea. You think that:

® Making and maintaining a website will cost as
maich as the call centre agents.

® A website is essential for good customer care.
Hewewer, customers want hiuman contsct as well,
=g call centre agents are Important Loo.

UNIT &, Exercize 8 Filas 18
Partner B

Yiou are d production engineer at Holdermatic Lid, a
comgpany which specializes in the manufacture of
wianding machines. You are meeting with a
salasperson from Naoble Paints, an Amerlcan-awned
company which produces industrial palnts, and wou
have just finlshed discussing the pessibility of the
company developing a new paint for you,

in the meeting you have agreed to:

= make samples of the metal and plastic surfaces
wihich you need the paint far

= send the samples to your contact at Noble Paints

= draw up the technical requirements far the new
paint.

After the meeting has Anished, write an email to
your contact at Moble Palnts thanking him fher for
the meeting and eanfirming the action you will taka,

UNIT 3, Exercize 10
Partmer O

You're a member of the public refations team at a
pet foed manufacturer. Your leading brand of dog
food is Friskeee. Unfortunately, you've just heard
that Friskees containg small quaniilies of Z44T, This
Is & chemical which is nod dangerous for animals to
eat. it cam, hawewer, cause sickness in humans if
they 2al a lot of it Food safety guidelines do nok
prgeriche clear rules about 24T and thare is no legal
reasen why you shauld withdraw the product from
shops, This is strictly a potential public relativns
probbem,

You are gaing to have a meeling with ather
members of the PR team to decide what to do. Here
are your nodes for the meeting,

The situation could be very bad for
der company image. We riaula be
camipledely hanert abaud the problent,
Otherwise, there might be o scandal
if the media finds sus,

We shiguld:

= gell the public immecdlagely! Honesty
Lr the best policy

* rentdve Friskeee from all shaps

* clintinmte Z94T froms Frirkeee
and ansnce the changer #o
the medla

Drurineg the meeting, 45 well 35 offering your opinion,
you should interrupt the other participants and ask
them to clarify what they are saying.



UNIT 1, Exercise 4 File 20
Partmar C

You need to arrange 3 mesling with twe colleagues.
You wanl to discuss he problems you are all having
with the new cuslomer service software your
compary has invested in. Find a Bime that suits you
all to meet, Do el shaw your diary 1o either of ypaur
pariners,

230-1030 Angela Shevens
i 3.00-4.00 Brainsterming meeting

Ot of the otfice sl dﬂ:rl

H ,ﬂ.l:l-ﬂ'_;lf‘?.' ﬁﬂnning mt!ﬁﬂj ﬂhnv‘i‘ Fﬂ
events for new preduct lavach

10.00-22 30 Meet with feam leaders
| 3560 Teomn meeting

All=day tean-building warkshap

i .00-10.00 Dentict appointment

UNIT 5, Exsrcize 13 File 21
Pariner B

You are the finance manager at Genexsis Lid. You
want to bay software licences fram AccountSaft. You
want your entire team of co people to have licences,
Each license costs £ 50. You think that the llcences
are too expansive and want a discount of abeut

20% for o llcences. IFyou can't get AccountSolt Lid
fo agree to & Mgh-ensugh discount, you will order
fewnr Hoanees to be used by key staff members.
Megatiate the number of software licences yau will
by and the price you witl pay for them.

Partrier Files | 81



LMIT 1

=t

-

faad

Answer key

Pages

[ g f
4 L&
d o b

{madel answers)

Malogue 1

a some changes to & contract with a customer

b Maonday at 2p.m.

C naspecfied time - meeting will be open-ended
Dhalogise 2

a @ oboffer

b Monday nexi week at 730

¢ about am hour and 3 half

page &

Call x

1 schedule B Perhaps, in person
2 about o do, hawe

5 make 14 5uit

i about 11 afraid

5 pkan 1z on, &l

& open 13 forwand

7 Sce

B 18

b 56

£ 2, & %10

d 3,11

f 713,13

7 When would you like ta mast?

1 How aboul Thursday morning at 11307
4 How would next Tuesday be for you?

£ Yei, that would be fine,

& 1look Forward to meeting you then,

page ¥

The email fram Mark Paters is informak; the amall
froim Caroling jones is farmal.

z Thanks for agreeing to mest with me,

1 Dwauld also fike to confirm the date and time of
aur meeting:

& Shauld you hawve amy questions in advance of pur
meeting, prease do nid hesitale 16 ge in tawsch
with me.

5 Lioking foraand o seeing you on Monday,

& Begards,

{model answers)

Hi David

fust @ guick note o et you keow thal the meeting to
disruss the problems with the cleaning confract will

be Beld immy office on Wednesday, 20° lupe at
L2008, M.

Losiking foraand bo Seeing yod Chen.
Regards

Diear Mirs Franks

It was a pleasure 1o speak to you foday, 1°d Hke to
take this opporiunity o thank you far agreeing o
meet me,

| wauld #lse Eke te confirm ihe date and time of ous
maeting: 3.00 p.m. an Fridag 12 September at your
hedd offios in Brisial,

Should you hawe any questions in advance of our
mieeting. pizase dis ot hesitate be get In 1ouch with
.

| wery mnwch leok ferwand Do meeting wou on
12 September.
Foaurs sincerely

[mode| answer}

Caroling jomes is calling 1o change the time af ber
maeting with Charles Armitage,

They decide o move thair meeting to the lallawing
Wednesday 2t half past sewen in the evening,

1 terribby & mind
2 afid 7 postpone
1 feschadiule B st
& Lo g incomsenience
g out wr helped
b It eouldn't be helped, I'm afraid,
T Sorry to Intorsenience you.
d 1'm terribly spary,
& [ you have another time in mand?
f Something has come up.
page 1
1 hook 5 oader
2 email & atbend
3 circulate 7 lake
& IEsErve
page i
112 avange a4
4y cancel € 2
4§ posipone d s
& chair e 3
& atiend fa
1 posipose 4 atlend
Z amange t hold
T cane § chair



page iz
12 Across Dosaen
% cancel 1 bradnstorming
& suggesl 2 lake
7 sudl 3 posipone
10 agenda § iculate
8 team
g thai

131 Could we schedule & time (o meel nest wesk?
2 Perhaps we could meet and go over the detalls in
perLon
3 | ook forward to meeting you then.
& Give me a call if you have amy questions befare

the mesting.
5 I'mafraid | hawe another appeiniment at that
Lirme,
LINIT 2
page 14
i1 € 4 b
2 b L&
14
Page 1%
2 1 see, How c Plaased
2 Fine 6 meel, 1o
3 very wall 7 Led, introduce
& Hawve, mal B dowoi

3 Dialoguie 10 work, spart, amily
DHalogue 2; weathes

Dialogue 3: work
Page 16
41 b -G
2.8 =L
1a -0
af =8
ged ~-F
BEp -8
#e -E
page ey
1
2 X, He's From the company's aduertising agoncy
3 X Shecan't attesd the meeting and has sent her
apologies.
& &
5 «
& X She'll analyse problems in the existing sales
stralemy.
1 M0, BvRRyOne
2 begin, introduce
1 sent, apolagies
4 make it
g agenda, discussing
£ business

7 Weltoméng participants - 3, 5
Intraducing someone — b, 4. &
Reportlng apologies < ¢, d, 2, 9
Stating the aime - =, 7
Starting the mesting - f, 8, 10

Answer key | 83

page 18

B:d 4w
f 5 a
1 b & c

(S VS
B o o

konking, about
fimishing
talking
goang, over, aboul
at, about

page 19
0 {model answers)

A

Righi. Welcome, sverpone. Mice bo see you all Bafare
wer 20t going this morning. lef me just teél vou that fim
Herdry won't be joining us boday: unfartunatety he's il

W B ke py

Mow, Does evergone knaw Margaret Hart? Margamd
5 poining us los the Rrst time this moming. Thanks far
coming, Margarst.

K. We're hene bo Lalk abowt our lasi sdveniising
campaign today. We've got lots to get through so let's
ger down 1o business,

B

Helto, everyore. Thanks for coming abong thes after-
noan, We're going 1o finalize our plans far next year's
sales comferance today, But before we begin, can | just
intraduce Harry Firch from aur event management
agency? Thanks for coming in this alternaon, Harry,

QK. Mow unfartunately jill Cooper and Bob Culbert can't
folm us, Fil's on hollday and Bobs on a training course

Righvl. That's enaugh from me. Let’s gel started,

11 d A5
- B 4 B1
e Ly
4 5.0 b 0z
Ta E 3
page 20
121 sSakes 4 key
7 three 5 feedback
1 e e & calalppues
page 71

13 {suggested answers)
Fomrmal; AGM, shareholder
Informal: brainstorming, kick-off, team, progress

151 Lot me inreduce my colleague.
2 ks this the first fime you've come here far a
meeting?
Daes eweryons kniow Ms Margaret Smith?
I hizpe you had & pleasant jourmesy,
Tall us a bit about yowrself,
Let's git dawn 10 business,
Fit's nice bo meet you In person.
Sally can't be with us taday

D WA B



B4 | Arcwer ey

—_—
1 2 very good 4 avceptabbe
§ wery poot 5 poor
page 24
Iie 1 syl
z h 2 because
34 3 being
i 3 & mEason
5 C 5 due

Hare's a guick overvies of the siuatlan.
Let's ook o telecoms frst,

Lek's burm now io phammadeuticabs,

"l move am 1o the finance sector mow,
Mave, what about 1T?

PEER 35
& 1 decreased
has gome up
has gane down
imncreased
has levelled off
have declined
reached a high
oS
has remained siable
16 Fell
Air has gone up, increased, reached a high, rase
B: decreased, has gone down, have dechined, fefl
C: has levelled off, has remained stable

e

W

ROl ORLA e R

page 26
g 1 well & well
2 eatremely well 5 poarly
3 wery poarly
Fram left ta right:
performed wery poorly
perfarmed poorky
performed well
performed extremely well
G 1e & |
ag 7
3 d Bt
4 @ g b
t h m f
2 34 c 2,68
b 5 9, 10 d 1.7
e 27
7 The first interreption s mther nade,
1 Hodd, moment & ohmebn
3 came, back 5 internupt, point
4 Could, make & Sure, ahead
page 28
B1x 4
- 5 X
3 X & X
1 finlshed 5 undersiand
2 argument & maomernd
3 just 7 thance
& findgh 8 has te say

Dealing with interuiptions: 1, 3, 4.6, 7. 8

fsking for clarificationz 2. g

Page Iy

g b Do youthink thal we should have anather

mesting?

¢ bswour point that we should increase the training
bisdget?

d Are you saying that we should upgrade aur IT
sysiem?

e s pour paint that ke should spend maore time wilh
his customers?

{ o you feel we should increase the length of the
conference rexl wear?

2 d 5
] & & b
4 a
page 30
11 Could Fust imterrupt you there?
2 'What do you think aboul that poim?
3 | promise we'll come right back to yowln a
mement,
& Would you like 1o add something hepe?
5 Fm nat sure | understand what you're saying.
& W underitand you cofrectly, you would Hee 1o
upgrade.
7 Are you saying that we showld increase the
budget?
& Fm afraid | don't really follow your angument.

Ppage 33

1 pioject planning, staff, team bullding. juniar asd
senipr members, dead ines vs quality, Aexibility

2 1 Commenlan

2 agrea
3 aboul
4 ‘want o say anyihing about
g think
i views
‘pagR33

3 1 Oidously, B 4
2 Personally, 4
3 frankiy, Oz
4 Bashally E 3
g Tobe homest,

& 2 Well there's really na doubt in sny mind ket she
does her job well.

We shauld try fo finish the repart mare quickle
Do wou think that | should chair the annusl
general menting?

I absolulely clear that we should imest in a
niw IT system,

Is it passible for you 1o iy to Manchester instead?
I could be wiang but | think thal we need 8 new
corparate image.

Do wole fee| that we Shauld Send the gaods by
ship Instead?

Asking for an opinion: 1, &, 6, 8
Expressing an opinion: 2,9, 5, 7

T
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Page 34
§ Srong:y Fe
Neutral: 2, 5, 6. 8
Tentative: 1, &
6 1 Agrees strangly
2 Disagrees
3 Agrens tentatively
4 Mot Suwe
i'.® 4 &
2 d 5 b
-
page 36
g1 1 ungatishactony
K 2 mediooe
3K 3 below standard
4 v 4 femible
5 & % disappainting
& inadeguate

o {model answers}
2 ¥our mankgement Slyle is nol really satisfactarg
3 The service we hawe recetved from Metroloop |5

mal really up to standard,
& The results of wour market research are 3 bi
disappointing.
5 Yourapproach to proflem solving s not really
adeguate,
& Geoff's presentation was a bt below standard.
page 18
131 Whal do you think aboul that?
Z 'fes, that’s a very good suggestion.
3 I'mnod o sure aboat thad, to be honest.
& | agree upio a point
5 |'mafraid | den't agree with that at all.
& How abaut if we visit the compary In person?
UNIT &
page go
1 1 X They spoke about it on the phone last waek,
2 ¥
3 ¢
&4 ¥
5 & She ks prepared to pay mare for good service
Basche-up.
Page 41
3 2 specifications
3 delivery details
4 Installation
g alter-sales service
& price
31f 4 b
2 d LR S
34 &8
g 1A g A
2B 5t B
7 A
Oceepting: 3

Buyng mine time: 2. §

Answer by | L4

paAgE 53

That depends an

gl Back to yau

a range of possiblities

il's hard Eo say

room foF manoeuyre

draw up a quodation

1o follow up on our corversalian

aEe 44
Bave
place
affered
coanfirm
came

Sd AL D L R =

b b Ry

=iop, increase
S ppOrts
abstains
Thursday

359
paEe 45
01 propode

2 willing, proposal
second

pit, vote

Eavir, against
ahstalning

7 modian, abdention

LI B ST CE )

O L B

11 Asking for a vobe on an Bsue: 3, 5
Confirming what has been decided: &
Making Sure evergone agrees: 7, §
Forusing participants on a deckion: 7.8

page 46

122 We're running auf of time,
Leb's bry bo Finish on time,
Whe meed to Finish by fiue,
Let's rererber the time,
Remember, we don't hawe much time,

L g

141 We'll got back to you as soan as we can on that.
2 Can we discuss that again laner?
3 |°m afraid | can't agree with you therg,
& 1 Bke aeouple af days b think fRis aver.

UNIT &
page 44

1 Mike fo confact e three intenior cesigners faor

quotations far office redesign
lnak far inferiar deslgn softwane (not
mpetant!)

Sueto 13k to marketies human meseurces in
Diunde e about hiting a facilily manager

Steffi to fook for new compisters affice fumltwre

lahnta  talk to leesrsrs bank

Hexi meeting: 8" March 2:303:30 p.m.



66 | Answer key

wWriap

just, mver

Ax
conciwdes
participation
thratsgh

e BRI RN R

-

See Trankeript po 72 lor answaers

FEEE 50
{Moded answer)

Minutes of mesting fo discuss Laking on moee call
ceatnz staff

Apologies; Yanessa, Paul

The meeting decided by five wotes to ban in fawour of
Laking on mare call centre siall,

Sheils 1o canlac! Buman Besources ta inform them

7 1 pleasure 7 pleasure
2 mina g trip
3 taking 9 5w, span
4 reception 14 jolning
g =afe 11 get
i taming 12 lLater
page 51

B 1 attending & |n comtact
7 know 7 Ereaily
3 taking 8 anached
& intprmsting 5 spending
g impressed
page 52

101 Letswrap things up here,
2 Thank yau ance again Tor taking the time 1o come
and vislt us today,
1 | hape that wau have a sabe journey bame.
4 | have another meeting in 15 minutes so 1 betier

of the decision to hire new call centre stalf £E1 gaing.
Sizsie bo write new job description for the call centre g | ook forward to seelng you agakn scan,
staff page
David to write a draft of the job advertisement for ad
Human Besauries ACTOsE Dovwn
Shella to book the tralning centre for the new staff 1 draw up 2 amange
Kakt mesting: Wedresday, 20 May at 31,00 in 4 wouk 3 Interrupt
Sheila's office. E postpone 5 lockat
o poarly & apelogles
1c 4 b 10 wrag 7 Imtroduce
70 5 @ 11 second 11 rescibedule
3 d 15 mlling 12 - voie
16 disagres 15 minutes
&1 B 20 fake 17 chairperson
72 C 21 standard 18 commernd
3 A 23 feam 10 down
23 result 34 agonda
25 rough
page 33
Add up your tatal number of palnts (o find out whal type you are in mestings.
18 O poenls b 1 paird 5 & 1point b o paints
2 a apoints b 1polnt & @ 1point b & poinis
3 a & painl b o paints 7 @ opoints b 1 point
& @ point b o paints
I youir score Is:
o-2 points  You're o quiet type. You don®t Gke to be the focus of attention and you're very considerate,
But you coubd try to be miore ascertive,
3-gpoints  You're a patient and diplomatic type. Youre prepared 1o lef other peopde have their say,
bait youl listen carefully and act guickly o cauntes their arguments when the time is right.
G-bpoints  You'ne an energetic and enthusiastic type. Yoo try very hard to convince sther peeple that
yi're right, and you sometimes nead a strong chaseperion Eo keep you under contral.
Dexpite your enthusiasm about your gwn arguments, you can still fisten toother people’s
perspedtives.
7 pudnts You're & strong and assertive type. You always present your case with coaviction and love the

snund of your swn vaice. You could defisltely work on listening mone (o what others have bo say,
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Transcripts

UNIT 4. Exerciss 1

Call 1

fan lan Sweenay,

Mok Helle, lan. Mark Peters fram the legal
department here,

fan Oh, hetlo, Mark. How are you?

Mot Fine, thanks. How about you?

famr Mot ton bad. Busy as ever.

Mk Hane wou 2ot a minute, lan? ' calling about
some changes we'nd going fo make to the
cortract with GBT, These ane a few clauses i'd
likee ta discuss with yoa and your team befare
you start 10 negotiate the contrack Could we
schedule a time to meet next week?

fan 0. Mmm, How about Monday at nifeT

Mk Sorry, | can't make it then. I'm at the Brighton
oifice on Monday mofning. How aboat
somutime after lench .. about tap?

fan Yes, lean manage tkat. DK, 'l gel the team
tagether for fwo. Should we plan for the
wihale altermasn?

Mord We may be abde to get through the new
wersion of the sgreement quite guickly. But
then agalm . Let's leave the length of the
meeting cpen [ar now,

larn That sounds sensible, Sa, Ml see wou an
Manday at bwo.

Mark  Thanks, lan, I have my assistant send you a
guick email 1a |80 yed krow wisers we'ne
meeting and ghve you an outhine of what I'd
like 1o ditcuss, See yvou on Monday, then

Call 2

Cheres Good morning. Charles Armitage.

Caraiine Good momng, Mr Armitage. Thes ks Cansline
|ones frum Rainhos Search,

Chadlas  Ag in headhunters?

Cangtine That's right,

Chares  Aha ... And what can | do for vou?

Carsiing | coma sirdght io the poinl, Mr &mitags, |
harve & client who's looking for someons to
head up their cestral and eastern Eurapean
corsdlting team. We'd ke to talk 10 you
about the job.

Chartes  Thand you for your interest in me but Fm not
plarming on changing campanies right now
Ive inmvested 2 1ot Inmy career here 3t Fisher
Groaip .., | haps ta become a partnerin a
couple of years,

Carplime Mr fmitage, my clisnt is very Setious about
this elifer. They will Incresse your curment
salany dramatically f you accept the job, And
you could expect to be made a partner by the
milddle of next year at the latest,

Charled  That's inberesting. But sook _ it's difficutt for
e to discuss this with you on the phone.

Cavoline Perhaps we could meet and go over the
detalls in person?

Charles  Yes .. 0K I woudd be inleresting Lo hear a bil

more.

L
5

Corpdine Right. Waould il be possible for s 1o meet on
Mhonday evening next waek?

Whal time do you have in mind?

Would half past five sult you’

I'm afiaid | have another appaintment then,
How abeout 7,30 Instead?

Carodine Yeg ... Yes, that woubd be fne.

Chardes  And how long should we pdan on meeting foe?
Carmlire Let’s say about an hour and a hatl. s that all
right for wou?

Yeu, that's Rne.

Good, Them can | sug@est we mest at aul
Landon affices? My assistant, joanna, will
also be jobning ws. We're in Greal Russed|
Stimet, near (e British Museum, NumBer 11,
Right ... DK, Well, | see you on Moaday al
7.30, than,

wonderful, | book forsaid o mesting you
then,

Corpdine  Hellow Is that Chares Armitage?

Charles - Yes, that's right.

Carmlime Hedle, Mr Armitage, (s Carcline jones here,

Chanles O, hello.

Carmlire Mr Agmiltage, I'm tenihly sormy, 'moafraid |
haree 1o ask you ifwe can reschedule awr
meating next week. Semething has come up,
Unfartunately | can't get oot of it.

Chiarles  That's akl right. Do you have anotier time in
mind?

Carodire Well . Could we postpone the meeting until
Wednesday at the same time? Woald that suit
youT

Chades  Let me see ... Yes, that would b2 fne.

Carpdlme Great. Thank you, Mr Armiage. Sorry 1o
inconvenience you, It couldn't e helped, I'm
afraid.

Chardes  Don't woery Camline, that's fine, Oh, do you
mind il § call vou Carolbing?

Carodine Mo, not at all Wadl, 151 see you on Wednecday,
Chashes,

Charies See you then .., Bye for now

UNIT 4, Exarcise 5

OK .. note about Dresden contract and lan Sweemey
Email Anna asking her to arrarge for the meeting with
lan amd kils guys. All the usual stuff:

... o0& a meeting room and ask ber to email the room
number to me and lan

.. Cincualate the agenda to fan and the consuftants

o PESErYE audin-visual eguipment . we'll nesd & data
prajactor and an OHP

« Her some refreshments

... arad she'll meed to atterd the meeting and take the
minutes

Right, naw the next thing is ..

Charles
Larpdime
Charled

Chanles
Lavpdlne

Charnles

Carmline
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UNIT 2. Exorclsa 1

Steve M, George, How are things down in logistics?

George  Oh, you kinow how it is Sieve . overwarked,
underpaid, the usual.

Siewe  Tell me about itl

George  How ane luhn-dlIr and the kids?

Sleve  Eeeping me busy, | can tell youu Did you see
the foothall on Saturday?

Grarge  Oh, awful, wasa't it?

Sleve  Terrible. Look, we'll be late for this kick-off
meeting, We'd batter humy up ...

]

Georpe  Hello, Peula, Nice 10 See you again, How ane
o

Padc  Fine, thanks. and you?

Gearge  'm very well, thank youw Glad wou could make
It tooour kick-off meeting today. Did vou find a
parking space all right?

Powle  Yes, mo problem at sl Bul the weathers
terribbe, so it took us longer than usual to
drive donwn.

Gearge  I'm afrakd you'se Brought the min with pou
from the morthi, 11 usually warm and sunny
here,

Fole  Oh, | hope nol! Geonge, have you mel my
colizague, |ullet Strauss?

Gegrge  Hello, I'm Gearge Frank. Pleased to meet you,

fufier  |uliet Strawss Pleased 1o meetl you oo,

3

FPoufe  Godd b See pou again, Steve,

Sleve Helllo, Paula. Good 1o See you too.

#rule  How are you settling into your raw jab?

Steve Well, it's a lof of work but 'm really enjoying
ik

Poula  That's great! Oh, Steve. Let me introduce mmy
calleague, Andre Jacob.

Arndre  Helle, Steve. 'm Andre. Hew do you do?

Sreve  How do you do, Andre? | think I've spoken 1o
yau a Fow times on the phore,

Andre  That's fight. IS nlce Io meet you in person!

Carfe O I8 everybody here? ... Ah, we're still
waiting for Migel. Ok, here he i<, Moming,
Higel. Take a seal,

How ... |I's nice to sep everyone. Before we
beegin, can | intreduoe Tim MoCarthy to pou
all. For thase of you wha doa't almeady krow,
Tim s fram our advertising sgency and he's
golng to glve us an overvkew of his plans for
our mow advertising campaigr, Welcome, Tim,
Hells, mice to mesl yau all.

Right ... How, Sally Jones has sent her
apobogies She can't be with us today
becawse she hed 1o go Lo & meeting in
Brussels, And Plerme Kaufmann can't make It
either,

K. A5 | said in the agenda | emailed last
wiek, we'll be disoussing our sirategles for
increasing sates. ¥ou all know that our sales
e been slower recently and we need o do
comething to change this. loha Lawsan fom
marketing will be glving us an overview of
whal our competitoss are daing. After that,
Allson Kmng will present an arsalysis of some
of the problems with our sales sirategy at the
meament.

Tirmy
Ciovla

3

i3

£

We need Io make some impoitant decisions
today. So, let's hawve some chear, constructive
thinking, ewerybody

Righl, Mow, bet's get down 1o business,

LMIT & Exerciss 8

All right, everyane. Thanks far being hene
today, So, [e{s gt going. Does everyone
know Feter Thomson? No? Nicola? You two
haven't met? Oh, OK ... Peber, why don't you
intraduce yoursell te everyone, Tell ws a bit
ahout yourself.

0K, Hi everyane, My name's Peier Thamson
and I'm ihe new parnership manager, Pee
bieen with Brert Jones since 2ea3, | was the
busdness development manager far [he ‘Wesl
for two years, but now 've come to faln you
all at the head office.

Well, welcome to the centre ol the universe,
Pated, Rlight. This k& Nicela Sellivan, She's ger
press officer, Bnd this, this & Frank Armold.
Frank joined us two months agoe as our bead
of PR. Right, 50

UNIT 2, Exerclse 11

A

Cuir advertising agency has beon looking in detail at
wur re-branding aplions and they e come wp with [hiee
alternatives for our new Ccorporate Image, Mow if you
lonk at this slide, you can see .,

B

Maw, Charloite Feld can’t be with us today Cur
bankers have some more questions that she had fo go
olf and answer, She's asked me to postpone discussing
this paper aboul ..

C

¥og. There |5 pne isoue I'd (Fe us to discuss which
didn't find its way omto the agenda today 'We heard
yesferday that Abredia Lid hawe started discussing &
possible merger with Borafed. We have to .

i}

Well, in the last meeding, | didn't aciually say that we
should definiely cancel owr inltial public offering, What
| did sa% was thai we should put i back if the stock
market nemaind weak. Could we please change the
minutes o accusately reflect what | sadd?

E

CIK. As you can see from the minutes, we agreed at the
last meeting that HE would advertise for a Shareholder
Relations Manager. lames, how are you getling an with
thal? fny strong eandidates yet?

UMIT 2, Exercisa 12

Sam

Pefer

Sam

Rmlf Ralf Schmidt hare.

Polly . Hi, Ralf, Polly here, [ack has asked me to draw
up a quick agenda Tar nexl week's regional
zales meeting. Are there any pednis that you
want to see on it?

Rlf Heat week? | thought it was the week after
nesl.

Py Mo, remember? |ack couldn't come and we
moved it,

il O yeah. Thats right. Well, when s it exacily
thent

Pally  Thursday. That's the 13th of February, Al .30,

In the main mesiing room.
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Ralf
Paity
Balf

Poily

Ralf

Paily
Falf

Paity
Ealf
Poity

OK. Right.
wellt Have you got amything for the agenda?
One ar téen things maybe. What paints have
vl gof already?

Wl let me see. Francesca wants us (o discuss
the sales fargets for the neat thees months,
Al M= also got @ rate from Michaed Wamner
saying that he wanks to review which team
miembe s are respandible for ey accounts,
0K, Well, | think we should ook at the
fepdback rem morketing about the research
that theyve just finlshed.

Right.

And I've Z04 some copies of the mast recent
catalagues Fram awr competitors we shoold
discuss,

|5 thuat all?

Yaah, that's it, Thanks, Polly.

QK. I'"themsail the agenda to everyane this
afternonn,

UNIT 3, Exsrciss 1

Kegi

Meprev

Gponge

Right. | think that deals with &l the
prelimimaries ... 50, let's get down 1o
business,

QK IE's time fior s G0 hear from George Fach,
George is going la réview our recent Sates
performance. Over to you, George.

Thanks, Karen, Right. Ceerall, our sales
performed well Inthe [zt guarter, | ihink this
wias due 1o excellent work by pur productan
team, One or tag of our teams are really
marketing their conferences well, Bug when
wi book at our individuad sectors, you'll see
thal same did BetlsEr (han others, Here a
qubch overvlew of the situation,

Let's laok al telecoms Frid, The markedt i skill
a bit depressed because of debt and lower
share prices. Despite this, the telecam
seCtor's sales were really good - much betier
than we had expected. And actually, this
made our pverall figures better than they
would hiave been. Sales were up here, Tor the
reason that the telecoms team performad
pakremely well.

Greal news, Geosge, We showld think abow
revrding the iedecoms team somebow, But

B 00
Thanks, Karen, OK. Let’s turn now o
pharmaceuticals. As you can see,
pharmaceuticals was ai the ather end of the
scale. Sales performed very poorly hare, |
think fhis was as 8 result of some bad
planning on aur part, Teo ciher conference
organizers held events abod the new
advertising regulations balore we did. No one
came toour conference becawse they'd heard
it atl from our competitors first.

"Il i on bo the Fnance sector now, Things
weere ol [o0 bad here, The guys on the
finance team performed well, as ever,

Mo, what about IT? Well, the §T sector
perfarmed poarly, the mason being that we
made some mistakes in cur marker reseasch:
wir fjust didn®t seem fo urderstand what IT
peapbe were Imterested in durlng the fast
quarber. (K, That #as that, Mow, let me tum
Eo owr sales in the curant quarter ..

Trasscrints | &8

€1 Mormpr The project team performed guite pooriy it

was slow lo tontact the sub-conbraciors and
late in completing the tendering process,
which meanl

Hory  Yes, bud | think that there weren't erough ..

Morio  Hold on e moment, please, Harry, We'll come
right back 1o vou,

Morraan AS | was sawing, the tendesing pracess was
completed later than plamned, That meant
hal the First siage af building work didn't
begin untll Movember, And then of course we
Izt P tirme dise 10 bad winber weatker.

Chetsiima Could | possibly make a point here?

Movrnan Yed, go on.

Chistiog Well, we st didn’t know that the weatber
was gaing bo be so bad and that wark would
be delayed For so long,

Movman | hear what you're saying. But lopk, it was
winter and we should zlways plan for bad
weather inwinter ‘Well, anywaw all of this
could have been avolded i we'd made a
betier job of the iitial planning, We just hrve
to do this better en Fubwre projects. Mo, what
aboat ...

Harry  Canl come In here, Nosman?

Mormarn  ¥es, of course.

Harry  Lers pof forget thal we had probiems with our
rew project management software, But
they've b=en salved now, so these difficulties
with planning wan®t happen again,

Marean K, IES true that we've got over the software
prablems, Bul thal deesn't mean that we
dor't have to concentrate a bit more on
praject planming im future, Poor planning 18
just oo expershe, I we don't pay more
attemiian fo {his then ..,

Clrucio - Sory Lo nberrupt wou, but can | make a poirt
here?

Mayran Sure, go ahead,

Clrucho  Well, what you're saying is mastly true. But |
think we should stop talking about what
happened and start 1o look 21 what we need
to di.

Meeting 1

Falpd It obwtous, Qutsourcing logistics has not
really worked. We po larger Bave comtrol and
we'ne losing production time avery month
rowt W should beimg bagistics Bark in-houca
a5 quickily as possible,

Stephen Hold on, hold on, Can | mdke & poinl herme?

Fmiph S0y but | haven't finished what | was
saying- Look, we're not reaching our outbput
targeds becawse of these problems, Why do
we have the groblems? Becawde Buaion
Services dor't undersiand our meeds, Lat's
bring logistics back in-house and S1op
wasting time,

Stephen Yeah, but Ralgh, as Dwanted (0 S8y, wa've cul
cur costs dramatically since we started
working wilh Buston. We can't jus? in-Source
logkstics and lose these savings.

LY Soery to interrupt but I'm afraid | realty don't
TolbOw Wwour argLiment.
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Stephen Coubd | st fnish? ©'m not prepared bo see our
cnsts rise because some of us are nervous
about pulssurcing,

M &g you findshed?

Srtephen Wes, | am,

il Gond. Wiedl, § just wanted lo $ay that | don't
think we are saving monay, because aut-
sEUFCing is slowing dewn our production
pracess, We need bo radically rewiew our
relathamship with Buxton, We can't just ...

Meating =

Aeth Right ... Sa, Faber kas Rnadly made its {ake-
ower offer, The question |s, do we recomimend
that aur shareholders accopt the affer? What
o wie 2ll think? Robert, do you want o start
sk afi?

Robert  Mewer mind the shareholders. What about the
campany and its employees? We have
abicalutely no guaranies that Faber are not
gning bo bay off half of our woskfonce. That
should ..

Gordon  Rabert, we've already agreed that we ...

Fotert  IFlcould just Raish, please ... Yes, |t s
important to think abowt the werklorce when
distiding whether or not to recommend this
offer, Frankly, | would be surprided if Faber
didn’t fire most of pur people and self our
assefs,

fovdon Bobert, can i come in now? OK, Well, a5 | was
Irwing (o say, we've already agreed thas
sharpholder value Is the most lmportant
tactor hor ws &5 & board. That means we hawe
to recommend that our sharebolders accept,
Bacides, once pur sharehalders see the
detalls of Faber's offer, they're going o accep
anyway. Nothing we can say will change that,

Sie Can | say scmething here? I'm alrasd that |
don't understand,

Gardan  Just a momenl Yau'll get a chance bo speak
SO,

Helh Ma, wail, let's hear wha! Sue has io sy Suat

Lue Yo sald yourself about teo weeks aga that
we have most of cur sharehalders where we
want them arad that theytl do wisat we el
Lhem fo do, Now

Gordan  Yes, but ! didaf ..

LT Let me fnish, phease. This takeower i not
definite. | think we should stand back anrd
think about what's going to be best far the
company as & ‘whole ... vt just the
wharehalders,

UMNIT 4, Exercias 1

Toanr O This wan't take kag. | jus want 1o spend
a fewy minutes bralnstorming some questions
tor the projec! manrager group intendew on
Wednesday Ehm .. le1%s farget the simple
thirgs. Obwiously, we need to think of some
difficult guestions about project
managiemant. Who wants to get the ball
rolling?

Gy Personadly, 1 think we should ask aboul
project planming. Samething like: “We think
that the sucoess of & project depends on the
planning $tage. Would you Hke to comment
on that®

Tom Mat so fast ... I'm writing this down, Good,

ey And how abeut this: 'In our experience, 2%
best |a decide which staff will be on the

project team befose the project planning is
completed. Do wou agree?”

OK. And Frankly, | think that we haven'l asked
enpugh questions about team bullding In the
past. What abaist (his? ‘The mast impartamt
factor In a successful project team s that its
members wark well together. Tell us what you
think abowt this.'

Excellent, Hene's another one: ‘Teams showld
be made up of junsor staff as well as
managers. Does aryone want fo say anything
ahoal thal?

And oy about this: "Basically, its more
Impartant ta meet a praject deadline than to
guarantes the guality of the projact outcome.
What do yoa think about that?*

And what do you think of this guestion, Tam?
'Praject obfecipes shoald be fexible, You
should be able to change them as the praject
progresses. Does amgane want o give us their
wlews on this?”

Right, right, I've gotthat all now, Ta be
hanest, that™s probablby all we'll have lime 1o
talk about, Good wark, everyonel Hopefully
we'll Finsd someane inihis round of interviews
who can take gver our Austrakian prodecl.

UNIT 4, Exorcian 6

O, 5o we Rave A praposal an {he table hene
that we should outsownce our facllity
management to the White Group. Craig has
made & strong case for this, sowe know
where he stamds. Can | st invite some
comments froem the rest ol yau? Helen, doyau
agree that we should go abead with the
propesed oulseureing?

absolutely, | think it's a fantasiic idea. | think
that ii*ll mean a lab mare time 1o get an with
other things, It's chear that AV allow us o
concerrale more on Gur care Business
activities: That's got o be a good thing.

Haw da you Feel, William?

I can't go alang with this, Miver. In my
eApETiENCe, DEISOUICING Causes bon many
communication problems, in fect | think the
whala thing is a temible idea, | simply dor't
see fiore we can give up contral of Swch an
impartant aspect without there belag
prabiems. No, I'm afraid | can't agres.

What abaul wou, Claire? Whene do you stand?
Hmm . Personally | support the idea uptoa
palnt. There could be big cost sawings lor us
in this. But | think we should spend mare time
thinking about the patential disadwantages, |
meean, we think we're golng to save lots of
1Em2 by doing this. Bul any time we sase may
be used making sure that Whites are doing
wihal they're suppated ta do. ! think this
coukd mean a bot of work for us. The ciher
thing i4 that communication could be a big
issup. | Feel that this |s something we have to
ook at very carefully,

I ok sure whether of nol | agree with
Craig's proposal, | need seme more time 10
think it aver. Ta be honest, | would prabably
want b0 have some further information from
same of their other customers before | could
take the ies mare sedaushy,
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Hichord  Right, Se, Larry, you were 3t that conference
aboul Internet telephiony last week. Why
dom't wau fedl us @il about i Do wau think that
Woice over 1P S for us? Do you really think it
makes sense for ws 1o use our compulens to
make all our phane calls?

I"ve g0 b 5ay 1 don't think it is. Belone | wem
| wak pretly excited. You know - the patential
cost savings for us in telephaning aver the
Internet are impressive, But the cument Voice
over 1P solutions ane, frankly rather
wnsatisfactory.

Reakly? How come?

There is still a basic prablem with guality af
service. They spent a lot of time at the
canflerence trying o commvinee us that low
guadity of sereloe would soen be a thing of
the pass. Bul the technical demongtrations
thai they gawe werne mediocre, Thers are still
lots of prablems with poar woice guality.
Eichard It all sounds 2 bt below standard.

Loy Right. Cne of the demamnstrations was
actually realty rerrible. Metroloop asked fora
telephore rumber from a member of the
audience and then tried to call |t But they
cauldn't establish the call, It was really
embarrassing. They tied about five imes, bul
inthn ond they said that the call prabably
coulen't be estadished because of a Mrewall
at the guy's companis

That's awiul.

Isn’t @87 It was all a little disappointing, | must
ey | certalnky wouldn't recommend switching
ta Maice ower [P now, The technalogy is still
preity inadeguate,

UNIT 5, Exerciss 1

Sfeshanie leabel, Andrew, thank you both for coming

in todasy. | wanted to have this meeting with

woul 1o follew up e awr eoaversation on the
pheane fast week, As | mentioned, we're
planning o expend our network. | want ta
explore the possebifity that wou could help
ws with this.

I'm sure that we can work something out

for you. Letd's falk about the basic

requirements and then we can take & fram

Ehere.

Slephanie Fine,

Amrdrew 0K, 50 you're Lalking abauf buying moee
personal computers foo your computer
network, righl? Haw many new PCLare we
tooking at?

Stephorie That depends on haw much they would

coel. But basically we peed between Lo

and 55 neve PCS. IF the paice i righd, we'll
be ahle to by maore,

QK. bet's beave the issue of price until [atesr.

0OF coursa, the price would also depend on

the specilications you wart for mach P

That's right. Obvioushy the higher the

specifications, the mone il gaing to cost

Wik

Stephanis  Bights I you prepare some diferent aptions

for me, I'll compare the prices and

specifications, then make a choice.

Bure,

Ly

ivia
Loy

i
LTy

isomel

(RTalrd

Arrdrive
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Stephenie We don't have mach Bime to play with here,
Could yoa deliver quickly if we gave you the
arder?

Omee you've decided whad you want, we'll

be able to met them out to you within g

wepk.

Stephmare That sounds pretiy good. Mow, what aboul
installing the pew PCST Woukd you do thal,
or would you conteact gul?

Ivobel 'We prefor to take care af that ourseles.

Srephoaie Splendid. And what aboul after-sales

service? That's really impaortant for us. We

would be prepared 1o pay more if we
received a good level of service back-up.

What can you offers us there?

Thene™s a range al possibilities. Well ga

back to the office and draw up a detalled

quatatian far oo, We'll include the Full
range of service packages (hat we can affer
yolL Onoe poutve chosen what yau want,
we can figune that imto the contract

LStephonir Good. Now, price. | know you can't give me

a0 exaC guotaihon af {he momenl, bat can

yau give me a rough idea of kow much this
wiolld cosi?

Sorry, but it's hard o say at 1his siage.

Wl et back bo el &5 SO0R BE We L3000

that,

Srephanre 1ihink | shauld mention that we'd like a

discount om the price, since we'e placing

such a big order. Would ihat be a

possibility?

Il have bo see what | can do. | might be

able to pffer you a betier price. Lot me get

Back te you on that, too

UNIT &, Exarciss B

Andrew

riobel

Anarew

fsobel

« And for all of these reasans - reduting
QUr coEts, increasing productbeyg,
iNEneasirg our presence in central &nd
eastern Europe — | propose o the board
thal we loak gt shutting down our plant i
Germany and mowing production to our
plant in Slevakia.

Lovise Christhan, that's a radical proposal, but
you'ue daid what we've all been thinking for
some time. |5 anpone willlng to second
Christian's proposal?

Nodlne Pl second it

Louise Seconded by Madine. Righl We need Lo
make a decision here, Let's put thisto a
vole, All those in lavour? Agains? Regina,
are you absiaming?

Neging That's fght_ | absisin.

Lriaise QK. 50, Christian's mablon is cambed: 7

yolet *lofr”, nane ‘against’, 2nd ane
abstemtear, Have you gof a note of that fo
the minubes, M Michasla? Exisllent. Sa ..
{pawse] Right. ifs quite [3e and we're a hit
pressed lor time. | propose that we wind up
now and get back fogether next wee k. Does
everyane agnee with thal? So, 161's meel
afain on Thursday neat waek, In the
meantirs, ] ask our advisoes af
Strategem te start work on an action plan,
We cam loak a8 that neat ime and decide on
hivw fo divide sp the responsibliities, Right,
now | den't think that [ have to remind pou
not b tell anyone abowt today's mesting.
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We've decided that we're going to lock at
ways of shuiting down our main German
production base. That means 340 last jobs,
We're goirg te be pretty unpopulas so bers
kewp quled about this for as long as
passible.

UNIT &, Exercisg 1

Jeatent

ke

jaren

S
fakan

Andy
Jakn

Lreffi
fafan

Sraffi

i

Wick
Jakn

Right. Let's wrap things up here, Good waork
a5 always. Before wou all go, | just ward to go
oreer whal s wve decided this altermoan. Now,
wee've decided o redesign our cument oifices
rather than mewing inta new premices, So
ey decided that we'll canlac] thiree interion
deskgrers and ask them to give quotathons for
redesigring the office, Mike, | think we
agre=d thal you're going Lo investigate that
for us.

Righi, lohn, &nd 1Pl baek far some intemor
design saftwane which might belp us dothe
job ourselbwes,

QK, but den't spend teo mwch Lime on thal,
A e agresd, (1| be betber o beave the job ta
the professionals, Mow, we alse talked about
emplaying a facilily manager who will co-
ardinate the redesign at our enid. Haw, Sue,
youTe going 1o talk 1o Human Resgurces in
Dundee and ask therm Lo agres Lo this.

That's right, kohn.

Splendid, Andy, wou'll get in towch with the
bullding company that did soeme wark fos us
three years ago to see IF they'd llke to submit
a quedation far the building woark.

WEl do, Jodin, And Pl ask two sthes builders
ko put In quotes as well,

Greal. Ard Steffi, you're gaing toloak for
some new oifice furndbure fog us.

¥, that's right.

And Stefli, dor't forget that we agreed we
don't want bo spend too much on fumiture,
Try tofind something modern and stylish ata
price that we cam affond.

OK, pohn.

Mick, we agread that we aeed to plan canefully
by el ke the office running smaothly
during the building and radesigning worlk,
You're going 1o plan haw we can besl do this.
¥eah, thais right, johim

&ndd that just leaves me, ' talk fo our bank
and see how they can belp s cover the waork
Mo, Lat's flx 8 time for our next meeting.
(oes the Sth of March at 3,30 suit everyone?
¥ees? Splendid, Well, that concludes our
bissiness for today, Thanks for your active
participation this afternan. 'We really got
thiraugh a Lot of business.

fen

w2 got to say | think we've made the right
decision here today. We've nepded mare
detafled infarmation about eur costs for a
long time, I'm certaln that this new method is
the right place to start. What do you think,
Patra?

Pl

Afex

Paken

Edfneard

Afwx

Ken
Pedrr
Ken

Peirm

I think yau're right, Ken. So, can we just
confirm that everyone knows what they e god
to do before the end of nexl wesk? Mow, Ales
and | ane going to look 8 whether we need
some help, We'll set up a mesting with
Madulis ard talk to them aboul The wock
o gt ABL,
Right, And Pl take a look at what sart of
saltware modules are ool there that mighs (&1
us di the job aurselves,
Right, Alea. And then we'll put nur beads
together and decide whether we really need a
cansuliant on this or whether we can manage
alone with softwane,
08, and 171l set up & meeting with the team
leaders in dispatching to get their suppart,
That's an impartant job, Edwand. 'We need o
eisure buy-in fram the frontline guys or |t
tsn't going 1o work,
Den't worry, Alex, Edward can handle it
I'm sure he canl Mo, Ken, remingd us what
wou'lk be doing,
Wall, I'll deaft an action plan that will take us
through to the Nosvember board mesting,
Excellent, 0%, let's finish there, and ged
started on our wodk! If we can makags o ..

UMNIT &, Exercise 4

1
Shetla

)
Shefla

3
Sheda

Susip
Sheila

David

Eheila

thavid

Maorning everpane, OK, we're here today to
1alk abaul whether we nead 1o take on more
staffl inour call centre, Mow, Yanessa won't be
able fo make i1 because she's on a training
Course, Bub she has lold me that she supparts
the kdea of increasing the size of the call
centre team. Paud can™ be wilh ug @ither: ki
daughter's il and he has (o take het (o the
dactor,

080 | think we've talked this over enough now.
Can we just have a show of hands? Right, All
those in fevawr of increasing the size of the
call centre team? O, Four. And then
Wampssa's vole . fhat makes fve. Al thase
agairst? Tvo. Righl, Well, sorry, you two, bul
it broks lke well ba hiring new people, Mow,
let's

Kight, can we just go over who's gning to do
what? Otherwise 'm gaing to ged really
confused. So, 1'm godng to ket Human
Respurces know that we want o hire mone
s1aff. And Susie, you're going o write a job
descripbion for the call centre stafff.

Right, Sheila,

08 And David, wou're godig Lo wrile & dralt of
the pob advertisement for Human Resgurces,
That's right, Shedla. And what about booking
the frasning centre far the mew s1alf? Am |
dalng that as well?

Mo, I'm going to do that. Urless you want 1o
da it as well.

Wi, o, Sheila, you can do 1 ...



Shedln  Righl. Thanks for that everpaie, | ook
foramnd to our call centre having a decent
number of stalf, We've needed (o do this For
zome Fims, I'm sure the existing siaff will
weloome the increass in manpower. Right,
nowy dion't farget that weSl meet again next
Wednesday. That's the zath of May &t w30
a,m,

Dewid A, didn® we say 11007 Remember | said that

Sheila  Sarry, thats right. 10.606 a0m.

Susie Where are we meeting, Sheilal

Shelln  Thad's a pood guestion, actually, | think the
meeting rogms are booked for sales training
for the whaole af next week. 'Why doa’t we just
meat in my office?

Susic Sounds good.

A

My Cooper  Well, Mr Marks, thank yow anie again for
finding tha time to come and wisit us
ioday. 11 really was & pleasure to meed you
In person at last,

MrMarks  The pleaswe was all mine. And thank you
for taking the time te shovw me round your
plant. | really was Fastnating.

Mg Cooper  I'm glad that yeu Found it interesting, if
we tan get our peaple ta put their heads
togethes, hopafully wou'tl ke abde to come
btk mgain soan and see your machine
toels heing used hara,

il My | certainly hape S

Mrs Coaper  Well, Mr Marks, Mattkew will show you
btk doven to receplion, | hope thal yauw
hawe a safe journey home, Goodbye,

i Manks Gradbye, Mre Cooper, and | 6ok forward
b SEeing you again soon

Mrs Cpoper  Likewite, Mr Marks.

fatthew IF w0l st come this way, Il see pou
down ko reception.

Mr Morks  Thanks.

L
i

0

B
M Coopei

B Morks

Mrs Cooper

Mr Merks

M5 Coaper

Hrs Cooper
M Movks

C
Mrs Cooper

My Morks
Marthew

s Cooper
Mr Morks

Mrs Cooper
Fatnew

Mr Monks

Mrs Coaper
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Right, and | baok formard bo receidng
these samples from you next week,
Yeah. 'l get them Eo you by Thursday at
the Latest.

Here we are, Rager. I'll jusl catl the Gl lor
woip, Wall, thanks for coming along this
AlEmoan.

It was a pleasure as always, Catharing,
Enjoy your haliday in France.

Doa'L weorry, §wdll, You can think of me
sampling all that foad and wine whiis
you're slawing away at work. Ah, here's
wair lift, Bye for now, Roger. Hawve & safe
trip hack ta Blrmingham

Bye, and see you again soon, Cathering.
Bwe now,

(K guys, That's everything, Carl and Gary,
thanks lor joining us today,

Don't menticn (&, | was very useful to be
in Gn your meeting.

Actumlly | think we should do this mare
aften. interdepartmental mestings are all
wery well, but you don’t get an idea of
whal's really gosng an in of ker
depariments unbess yous go 1o iheir feam
mestings.

That's a fantastic Idea. I'll speak tothe
other heads and s=s whal they think.
Bnyway. I'd batier be going. | hawve
anather meeting in Five minules.

08, See wois mays later Far lunch?

Mixt teday, I'moalf faf a lench meeting wih
a customer,

I'll b in the cantesn a5 usual. Ses you
about one?

Sap you then. See you lamartow, Gary,
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& abroad [a%raul]

e abystain [ab'stein]
accident ['aokidani)
to accomplish [komplif]
accuracy ek poessl]
toact [eki]
advance notice
[ad vains Trsis]
after-sales service
["nzfrasetlz sacvis)
agenda |o'dienda)
aim |sim]
airfare |‘=afes)
Lo @menounce [a'nauns|
anmual general meeting
| EnpExd duwenral ‘mitin]
ADB (amy other business)
[ b eni als Bienes)
ta apologlze |&'poladsa|
apelagy [opolads|
approach [o'proi |
attached %1
to attemnd [|2'end)
1o atbend ko sth [end ta
audience [‘2dians|
Al A1)

background papers
["heekgraond perpoe |
10 be about sth [bi 2'hawa)
to beat |hix)
benchmarking data
| bent[modn deta)
haard I'I!-Eﬂlg |"bzadd micten )
branch [baoin]
break, o takea -
| ferk = "break]
to break down | brek ‘Gaon
o broak the ice
| Jirerkc M fais]
o bridge a gap
|bricly 2 "grep]
buy-im [‘har in]

tocall & meeting
[ HER TR

capital irvestment
spending |k=prl
sl spendin]

to cary a motion
| kem o ‘maajn

o elarily |leraiu |

o clear ene's throat
| Klia wanz ‘Braia)

to come siraight to the poing
[Ram sbret 1a fa ‘pamt]

A-Z word list

Translation

ba eame wup with solutbons
[Eam s wid sa'losfoe |
comfortable, to feal
| fi:l amfiabl |
common | koman)
to complain [kan'plem|
complaint |l-.‘:ll1'|l-|l.'||'l':|
compliment, 1o return the =
[retzn da Eomploman |
to conclude [kan'kio:ad]
confident |‘konfidm |
vonstruction [kan'sirak|n]
coptract |[kontnekt]
o contribwte (ks
cantribufion | kKosinhiafn)
comvesient [kan'vicmiane]
10 cope with sth [kaup)
carg [ka)
cost-culting | ‘Cosikanim)
o eough ko)
customer acguisition
| ®oAsn e swlwd 2l
10 cul cogts |kan "kosis
o cuk off | kaz 'of)

data projector
| et pra‘dz=kial
1o deal with sth ['dicl wid)
debe [dr]
deferance | 'defarns)
todevelop [di'velap]
disadvantage
Ldisad viemrid|
digcount [ 'dacksie]
(o discuss |chi'skas]
o distribute sth to sb
|di=E s ta)
tedivide up sth [divaid ap)
[ drsw wp sEh [ drs: fap)
driwer |‘drval

toemable [i'nehi]

[ emeourage [inksreds)

Lz ensune [in'fual
environmant [in'varrmimanl |
Ioequip {1kwip)

[ expett | k'spek]

Fabrics |'laebriks|
facility manager
[fa%alati mimnnda)
o fadl [lcal)
favour, to be in = of sth
| en FErvar av |
finlshing touch
| "Trrna[famy taf ]
bo fix @ time [ fiks 2 taam)

Tramslation



Transiatbon

fio fallow wp en sth
[Folau “ap]
former |'f>mal
framkly [ “fra=qkli)
Irontline [*fronilain]

generalization

| deeradan o fn |
1o et dosan bo Business

[t “daian 13 "baznas|
|n'nlh1 boueh Fget im sif]
o get an with | ge1 ‘oo wai]
1o gel oul of comlrol

[@er A =v kel |
10 gel the ball rodling

|t a Jaal "raalag)
o go ver e details

Lggarin sy a Ao ditsike |
good manners [gid ‘menar|
goeod sport, to be a -

[ 3 gerd Sspoctd

to handle th |‘hendl|

o head up | hed 'ap)

heat, to take the - cut of sth
ek fa i aen |

fohold a meeting
[Bavild = "maishim]

honesd, o be =~ [12 ki ‘nnest |

how aboul .. 7 | Fac aTa|

1o hwrry ap | har ‘ap|

ill, to be - {ki 'rl]
immediately |miadiztli]
inadequate [in'mdikwat)
o inconvenience sb

|k vamisns§
toindermupt | mia'rapil
insulting |insiig)
interdepartmental

| irvvaaki; e ezl |
irltlﬂﬂll&lﬂ'l [RERiE =Y

in'zam)|

1PD (indtial pubdh effering)
| pis e [l pahlak
‘mfarin ]

jumier stall ['dsuimia si:f]

keen on sthfsh, tobe =
| b ke o

klck-off meeting
[kaknl mizg]

lack fick|

10 st [l
lawishdy [levifi]
length [legi]

ta lewal off | jevi ‘ol

to make it |'meik i)
o manage |‘mamedi]
manpover | 'irceiijeia]
malters arising

| mheetaz S|

Tranalation

meantime, Imihe =
T ERETHE TR |
medioone | mixdisaka)
o mest up with sh
| izl “ap widl]
mess, 1o make a ~ ef sth
| meak 2 ‘mes av]
mind, to have sth in -
|baw 1w ‘maond]
minutes |'nuinin]
meantime, in the -
|k i enkietaem |
to mevean | omey ‘o

10 negodiate [nr'gaufiec]
nerweus bic | nwones ik
nonsenase, (o talk =

| Exk monsas]
nodide, ab shart -

[ [=% ‘nautia]

oljective [ab'dackiiv]
ald-Fashioned | cld'fe [ard)
opportunity, o take the =
|12k e npe’tpmat|

oufcHme | acikam|
to outlime | awoirain)
[0 fVBEICO@E | suvakam]
overhead projector

| avvzhed praidseliz]
owerworied | oovywickr|

participant |patispant)
to pay attention to sth
[pe1 3'ienn]
o perform [ pe'fom]
performance | po’fxmans)
o phrase [freie|
fo pick up the bill
[k ap fia bl
plant (plam)
pleasantry ['pleeniri |
peind, o make a -
|meik 3 *paint
fo pektpong |po'spocn|
to prediet [pro'diki]
fo prefer | pri'fo:|
fo prepare for sth [ pr'pes 2]
fo propare sth [ po'pes|
to push for agree ment
[peaf for ogriimang |
1o put 51k to & wate
[ puat st w8 Saia
pre-tax profits
| Fte ks gt |
profit waming
['pred 1 wanand
ﬂ'ﬂﬂﬂﬂlﬂ:ﬂ' [, prodizthalani
proposed {prapeaed|
1o put sth back | pu bk

0 quolathon Jkwau'icifn]

AT woed list | T8



T8 | A7 word il

Translation

rarely [reali]
o reach a decision
| = dr'sign|
recarded |n'kadid)
(o redesign sth | ridiziing
refurbdshment
(et frmant )
b reject [rdseki]
to replace [ro'pless|
Lo resquest |nkwesa |
to reschedule | i fedju:l]
io mspond to sth
[nspond ta]

respons|bility
[ repnnsahibagi]

1o resoll in [rizaloin|

re-tooling | rtchin

rEvemUe [ revanju|

o roview [r'yp:|

IO revise sih [nvaiz]

reom for mampeuvre
|, rum Fa ma'nieval

rodlgh idea [rad ordes)

salary [“sedan)
sakes Ergets [serle o]
ta schedube | Tedpl]
o sefond | ‘eekamd]
sonlor [amis|
service back-up
|"s5vis ek apl
service package
|"wacvs el s
shareholder meeting
I Jeahaulda miiig)
i shift (i)
sHllence [‘sailans)
to slow down [ slao ‘daan
slowdown | =laiakain]
smoathly [‘smachii]
to spund @ note of cautisn
| ssind & nais av Kagn]

SOy, [0 5B = |cer i
to speak up | spik ap)

ta splash |spla]]

!pl!ﬂl!l'll |"splendid]

ta stamd back | send bk |

1o stick to sth [0k 12]

stock market confidence
Lok makic Koo

fo Submit sthi [aodim|

subsidiary [sak'sadian]

to suit b [ s sambasi]

saltable [so:izhl]

supplier [«'plaiz|

b kake sth over | ek aoval
Lt Badk shep ek Tepl
temdering process

| temidarnng praisas]
tentative [lennay
terrible |Tershi]
tied up, ti be = [ faidd 'upl
tocturs ko ['an dal

unaveddable | natvoadabl|
Iﬂld!mlu |,amda’perd)
andersay, o get ~

Fget anda'wer|

unamployment

[ i 'plasnaant |
wnfortunately st faamli]
WNMECESSArY | anrcsasari]
Hﬂpl.ﬂ!-ml | &' pilemt |
b spgrade | spared|
upsed | spiser)

wideo link-up
[ovadiau Tighap]

1o waste time | weis |
watar-rasistant

"ot m, ms12m ]
well-rounded | wel'monbid)
whether ar not | weds & 'nod|
workforce [‘wakis|
towrap up [ rep apl

Transdation



Useful phrases and vocabulary

ARMANGING A MEETING

Asking for a meeting

Could we sebedule a time o meet nexl weak?

1" like 10 schedule b meeling 2% so0n as possible,

Could | suggest thal we meei?

Can we mest and go owver this ogether?

Perhaps we could meel and go aver the details
fogeiher?

Duip ot v R B0 ettt woek?

| was wandering il yeu might have time fo meat an
Thursday,

Suggesting a mesting time

How about Monday at nine?

How would Wednesday al Four o'clock ba for you?

How about sometima after lunch?

Could we meet next week?

Would it be possible for us o meet on Friday
afternoon nexl week?

Can | suggest 7.30 on Thursday evening?

Could we schedule a time to meet next week!

Woield half past Fve suit you?

Saying that you aren't able o attend

Sorry, | can’t make i then,

I'm afraid | have another appointment at that time,
I'm afraid | have another appointment then,

I'm & bit tied up then. How about ancther time?

Sayiing that you can attend
Sounds good.

Yes, that works for me,
‘fes, that would be fine.
¥es, | can manage that,

Confirming the day and time

See you on Monday at seven,

S0, | boo% foreand to seeing you on Tuesday at four,
So that's Tuesday at 3 p.m, inyour office.

Agresing the length of 2 mesting
Should we plan for the whole afternoon?

Let's leawe the timing of the meeting open for now,
How kong should we plan an meeting for?
The meeting should take atout an hour and & half,

Saying that you're looking forward to seeing
SOMEan:

It'll be nica to sea you then.

I'm looking forward to It

| kook forward to meeting you then,

Saying serry and mescheduling a meeting

I'm callirg about our meeting next week

'm terribly sorne

P afraid | have to ask wou if we can reschedule aur
meeting next week,

I'm alvaid something has come up.

Sormy o incomvenienoe you,

Could we postpone the meeting until Wednesday at
the same time?

Wauld you be able to meet on Tuesday instead?

Wiauld it be possible to mest a bit later/ earlier?

INTRODUCTIONS AND SMALL TALK

introducing yoursell
Hello, My name's ..

Hi evarpane. My name's ...
Hetlm, I'm _

Pleased 1o meel you,
Mice o mes] pou.

How do you da? 'm .

Making introductions

M5 Lai, o0 o Kiow M Weimann?

Chris, ave you mel Fiona yei?

Mr Saramago, I'd ke you 1o meet Ms Copeland.
Debphine, this is Eric. Eric, Delphine,

Asking somesns Lo use your firel aame
Please, call me Chris.

By 1he way, IE's Frances.

And you can call me ..,

And 1'm ...

Asking how someone i
Mo are gou?

Haw are o daing?
Haw are things gaing?
Hurw™ business?

Making small talk

Which hatel are you Staying al?

How long have yau warked bor your company?
Did oot eirné b by plane?

Which airport did you My inla?

15 this the Frst time youtve come bere Tar & meeting?

Are pou & codleague of 7
Dt o knaw my colleague, ... 7
15 thi yeur sl vigit o (country )/ town)?

| Tr
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Showing interest in what someane is saying
Righ,

O, really?

Interesting,

That's absolutely fascinating!

i sea,

STARTING A MEETING

Welcoming participants to a meeting
It's nce to sae everyone.

It's greal 1o sae svirybady,

I'm glad wou cauld all make if taday.
Thanks far being here today,

Hello everybody

It's good bo see you all.

Saying who can't attend the meeting

| hawve apalogies from Tina and Bab,

Desek has senl his apologies,

Pider can™l make it either,

Unfortunateky, Tim wasn't able to make it today,
Lawra can't be with us today,

Laura has sent her apologies,

Stating what the mesting's abawt

Wie're meeting today to talk about .,

Diur objective today is ...

We'll ke discussing ..

|im will be examining ...

leremy will present an analysis of ...
Chiris is going to give us an ovendew of
lohn will be giving us an overdlew of

introducing participants st & meeting

Befare we begin, can lintroduce Chris Hall to you
all?

Daes everyono know Mary Norman?

This is Christina, one of gur consultants.

Let me introduce —.

Asking particlpants to Introduce themselves

Why dan't you introduce yoursell te averyane?

Tell ws a bit abaut yaurssll,

Coubd you tell us all who you are and say something
about yourself?

Giving detalls about yoursell

I'mi the business development manager,
I've bean with Buratech PLC singe 2003,
I've worked for the company for four wears,
I'mi based in the Madrid office.

Iwork af our Cambridge branch,

DISCUSS NG FACTS

Reporting progress

Our customer base mcreased in slze last year,

Our sales have increased during the current quarter,

Crverall our sales performed well in the last quarter.

The t#¢lecoms production team performed extramaly
well.

The telecom sectar’s sales were realty good.

Sales performed very poorly here.

The guys on the finance team performed
satisfactorily, a5 ever

Struciuring a progress rapart

Here's a quick overview of the situation,
Let’s book first at ...

Let"s wurm noew o ..

Il meove on ot B o

What about ... #

Explaining consequendes

This wirs duse 10

| think this was as a result of ...

He performed poorly, the reason being -,

Owr sales performed satisfactorily because of _..

TAKING PART IN DISCUSEIONS

Asklng for comments

What do you think about that?
What do we all think?

Do wou want to starl ws offf

De you want to come in bare?

Would you like to make a point here?

Does anyone want to say anything on that?
Would you like to comment on that?

Interrapting

Sarry, bat

Sorry Lo Interrupd, bt | feel that ...
Could | come in hene?

I'd fike to make a point here, if | could,
Can | just say something abowt that?

Dealing with interruptions

Hold an, please,

Wie'll comie back 1o you in @ moment.,

fust a second, please, | promise we'll come right
back to you,

Asking for clarification

I'monat sure | understand what you're saying.
Do you mean that .7

Are you saying that .7

I 1 understand you correctly, vou think that ..
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Asking for oplnlons
What do you think?
Do you agree? Offers and conditions

I yau buy mare PCS, 171 affer vou o good discound.
H e gave kim more time, be would finith the
piaject successlully.

Dk pou feel that .. 7
What do you think about ... 7

Glving 2 wral opinion He '._rillbl: Fllﬂrlu start work on Manday if we offer
| think that ... hirn the jok today
Why dan't we .7 I we confirmed the job offer today, he'd be able o

slart waork at the beginning of the manth,

:;ﬁﬂﬂmlt::“e Tt I they gave us mose time, we couwld look at it in
We 511::!:!; L1 more detail.

- I you place wour order today, I'll give you a
Giving a tentative apinion 13% digcount,
'FL"r':*'" :‘:“I‘ - thigt Asking for time to consider
Iltﬂm think that T I'd like a couple of days to think this over,

Can | get back to you on that?
I need some time to think about this,
I mead to run this by my boss.

I% it possible that ... 7

Giving a strong opinion
I'm ennwinced thad Ai ng an off
It's [absalutely] chear that ... '
I think well go for that.
A frankly | think that ...
Thare™ o Goibt o that That sounds good to me,
LA e . That would be great,

Strong 4 at I'd likge 2o take you up on that.
You're completely night.
Absolutely. | think it's a fantastic idea.

| totally / completely agree,

Rejecting an offer

Sorng I'm not able te go ahead with this.

Sorry, but i'm ot abde to go aleng with that.
Unfortunately, | won't be able to take you up on

Agresing in a neutral way that
LL‘I,':E;FEH#H‘ | don't see how | can agree to that.
| i | don't think that would be possibile.
IETEE, I'm.afrald | cam't agree.
Tentative or partial agreement
e
Yes. but .. Making a formal proposal
| can agree with that up to & paint. | propose to the board that we ..,
I think | can agree up 1o & poinl | wauld like to propose that .
| support the kdea up 1o & poknl
Support for a Formal proposal
Newtral disagreement Would anyone like to second that?
| disagree, Is anyone willing to second Mr Brown's proposal?
| can'l go along with that, 11l second it
| think you might be wrong there. | second that,

I'mi afraid | can’t agree with you there.
Putting an issue to a vate

Strong disagreement Let's put this to a vote.
Ha, | think you're wrong these. Can we have a vote an this?
| completely disagres. Can we have a quick show of hands?
Allin favour? Those against?
Making positive suggestions
Haw abodl il we 7 Saying that you don"t want to take part In a vote
Couldn we st -7 | abstain.

Whai about if you 7
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| ENDING A MEETING | Thanking someane far a meeting

Confirming what the meeting has declded

fust to confirm, we're golng to .—.

Will, it zeema that we are all agreed that we should ...
Wetve dacided that ...

Thanks for caming in today.

Thamnk you wery much lor your Hime,

Thank yeu for your hard work, | think we'ne oosme up
with a lat of good ideas.

Thank you very much for meeting with us today,

Saying that it's time to close a mesting
Lets wind things up here. Saying your goodbyes

Since tme’s weasing on, 1215 wind up this

discussion now,

I8 quite late and we're a bit pressed for time,
| dari't warl bo bet this discussion run over tima,
Lefs try ta finish an time,

I ook forward (o sesing vou [all] again soon,
I hipar woia hiawe a safe journey

Hove a safe trip home.

I ook forward to meeting you again saon,

I hope that wou hawve a sale journey home,
Have a safe trip back to London,

UEEFLUL VERBS | in contoxt)

to abstain
to attend
to be about sth

1o ba in faveur of sih
to call & mesting

o clarify

o condude

1o deal with sth

1o discuss sik

lo distribute stk tosb
{6 erfaLTage 5k

1o i & lime

10 fallow up on 51k
1o get the ball rodling
1o hald a meeting

1o intlermupd sth'sh
1o maks & poind

1o make it

1o autline sth
to pastpone sth

o prepare for sth
toreach & degision
o neviews sth

o schedule sth

1o =peak up
1o stick B sih

tosult sh

b take the oppor-
tundty to da sth

ot to sEh

b wrap (sth) up

Translation

Slx people visted In Favour, b against, and ane sbatained,

I airended a meating with the HR masagers on Friday. .

A 0w all know, 1his mesting is aboul the changes in our =
deparimend.

Raj, &re yau in Favouar of the proposal?

Shall we call & imam mesting to digouss the new regulations?

I'm &lraid | disn't guite understand. Could you please clariby that?

S0, that canclades our meeting lar today.

Could we possibly deal with thal point af the end of the meeting?

I'd like to call a meeting to distuss our new marketing strategy

Coubd yois distribute a copy of the mées b everyone in the fpam?

I'd lile b encourages everybady ta participate in the discussion,

Let™s [ix o fime fier aur next mesting,

Shadl we follow up o0 some of tha paints from our last meeting?

50, who vwould like to get 1he ball molling?

Shall we baold the mesting in Mike's office?

Sarry ta imtermupt you, but | bave an important question.

| think Andrea just made a very good palnl We really do need to
improve efficiency.

Sarry, Gary, | can't make i1 this week, Can we meet some
ciher time?

i'd likoe to cutling the main pobnts of my argument.

| sugmest we postpore our dectslon until we get the full repart
from sales.

Were busy prepailag for the meeting with our parirers nexl month,

Have vie reachied a decision then, of does armybody disagres? S —

I think we should revew our sales policy during the nest meeting,

Could we schedule anathers meeting los nest week? bs thai OF -
with everyame?

If ypau have any guestions, please speak up novw, This is aur bas
chence har disussion.

w00l pent, bul can we s1ick fo 1he agenda and discuss that
under ADBT

What time would wuit evenyons?

i ke 1o Lake thia appartusity to thank fan for all his hard weark.

Beow =S furn fo our Sales Rgunes,
Does anyene have any cdher points? Ba? 0K, then let's wrap
things wp for todayg
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