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General Process of a Meeting
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reparation
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1, orgamzer rﬁ:ganaua(r)] n. £97T5
2. secretariat [sekrr'tearat] n. BB4L
3. participant [pa:'tisipant] n. 5&%
4.venue ['venju:] n. BEMR, &

5. agenda [o'd3zendas] n. il#2



6. issue ['1sju:] n. WA

dal
ol

7. schedule [fedju:l] n. BRR%H

8. copy [kop1] n. EE

9. dissemination [drsemrnerfan] n Eft

10. reservation [rezo'verfon] n. FE

11. facility [fo'stlatr] n. ®R&

12.file [farl] v. 1384 n P4

B 2 j



Important Phrases fgiz&ss

¥ head/supervisor of
department 23] X &

=3 letter of invitation 5 &

[EX meeting notice £3{3& 40

28 assembly hall £1g

=3 in advance of the meeting
£

28 conference registration # %

schedule a time ZHERT |a]

=3 send an e-mail &8 FHp{E

E=1 hold a meeting ZFF 413

EI instruction for attendance
54545

ASAP (as soon as
possible) Rk

1 RSVP (j& B %1iE repondez
s'il vous plait) E#&EIE

EE] estimate attendance
it A

E¥3 confirm participants
BESS A

be expected to ¥, Fit

EX3 inform ... of... @40

EF4 beincharge of ... fi3k

[ allot time to ... 4>k A 8]

EEJ make arrangement fif & HE

FIi check the schedule
BEXERE

X set the goal i & B #x

F¥] allocate roles 4 R1E%




Dlalogue 1 Arrangmg a Mee g 3(?#

MnWm:lmndkh&ﬂmMomhﬁwM@ﬁmmmmmwmnGm
you schedule sometime next week?

Sally: OK. How about next Tuesday at 10 am? Meetlng Room 4
will be available.

Mr. Yan: Al right. Make sure the participants confirm their atten-

Sally: I'll take care of it. How long should the meeting take?

Mr. Yan: | think it should take about an hour and a half.

Sally: And you will need the computer, the speaker, and over-
head projector as usual?

Mr. Yan: Right. !
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Mike: Hi Jane, have you got the e-mail about next week’s meeting?

Jane: Yes, I'll be there.

Mike: Great. I'd like to put you in charge of reviewing the minutes
from last meeting for us.

Jane: Sure, | can do that. | think there is a copy in my files.

Mike: Thanks, you'll have ten minutes to remind us of what we dis-
cussed last meeting. It will be good for Stella to hear. Stella
will be our new supervisor.

Jane: No problem.
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1. Could we schedule a time to meet?

MBI 8 FF NS IR

2. I'd like to hold a meeting about ...

BER- B —IEI
3. Let's discuss ...
B =T el

4. We need to hold a meeting concerning ...

BB ER - At s
T

5. Let’s call a meeting
ASAP.
BINERRANMLT .

6. Can we meet and go over

this together?
BMOFNSWHIR—T, @
fa7?

7. We need to schedule a
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time to talk about this.
BINEENTHEAFRIIR—T7T.
8. It's high time we sat down to tackle this problem.
IR AL TRLEXANEAT .
9. We have to meet.
BIARAEANRT .
10. Can we hold this meeting later this week?
BT T AR EEEFXISING?
B &%  11. The meeting can be arranged in Room 2.
SWITURHAEE - SWE#HT,
12. Are the facilities needed?
REM (B8F) ®&EWL?
13. What facilities do you

& EFE L,

BREREMH4EE? EEEENTILA:

14. A platform is needed Ensarerns

258M; QRE

for the speakers to give sz mmuitrm

presentations. & WEZERABE
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15. There should be some FRERBERE,
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