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11.

12.

13-

14.

15.
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Small Talks Before a Meeting

23
£y

Relative Expressions

“ Beginner A7 >

I don’t think we’ve met.

What company are you from?
What’s your position there?

It’s good to meet you.

I hope we can meet again.

Have you been here long?

Excuse me, is anyone sitting here?

Perhaps we’ll meet again.

AT B R ILNE
WA A AR 2

R HRAL I 2

TREPEILER

i BEA T UL -

RELX BARA T 2
THIH—T, HRXEA AR 2
VA EFAT 2L

« Intermediate £5

Is this your first visit to China?
Excuse me. There’s someone I must talk to.

It’s good to meet you. I know your com-pany.
Your business is expanding very rapidly at the
moment.

I have enjoyed talking to you.

Let me introduce you to someone. This is Lin
Chan, my sales manager.

Well. it’s good to meet you Sam, and very
interesting to hear about your business.

That’s a lovely briefcase you are carrying.

Ll
Qi‘hﬁ 'Situational Conversation

A:
B:

2.

Excuse me, is anyone sitting here?

No, please have a seat.

X RARE— VR P E 2

MAE, HiGEERPAITHEHEE.
WEBAR % R EKAF. IR
B 55 AR R

BRORARIETR A bR o

iR EETI W —D A XA A
HEM, Bk,
REPONPR, I, IR R K TR
1112 A )l 55 AR A

VREB)A SRS

A: AR, ITTH—T. XBEAALY 2
B: BA, HAE,
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That’s better. My feet are killing me!
Have you been here long?

No, but I just arrived by air this morning, and
haven’t had a chance to sit down since then.

Oh, where have you come from?
From Manila.
Is this your first visit to Australia?

No, I have been here once before, but it was a
long time ago.

: And have you been here to Sydney before?

No, it’s an amazing city.
Yes, it has its point. But you’re lucky to live in
Manila. It’s a fascinating city.

What about yourself? Do you live in Sydney?

No, I live in Melbourne. I’m just here for the
conference.

I’m going to Melbourne later. What’s the weather
like there?

Not too good in winter, but at the moment it
should be okay. So, how’s your hotel?

It’s good. Very convenient—just near the harbor.
Have you seen the Opera House yet?
Yes, we flew right over it!

Excuse me, there’s someone I must talk to.
(stands) It’s been very nice to meet you. I’'m
Walter by the way.

I’m Sue. Perhaps we’ll meet later.
I hope so.

> @

> ¥V

B oer1
A i | CsptEE

BRI E T , PIRSE T !
HRENX BARA T ?

BH, ROXE EA RS R,
HEAERA BT K.

MR, R AR B R R 2

edi.

BORREE— BN A LG 2
AR RUFDRE —K, EIRRR
ALIETHIE T .

B: fRLAFTRE e 2

Z

WA, XA SR EI T

B: R, EAEELAMT . ERER

&

® w2

¥iz, BEAEEES )RR, IBER
1z AT

ARYRWE 2 RERAEAER e NS ?

AR, REARBRA, RARLFXE
P S

g st 2 L BRA, RHKRS
BALKE?

AR RIANRE, (HIRAENZIE
R BTG B AR ?

A, o E, SRIEESS.
YRS WaL 8 e I Be TG 2

BET, BEE L2 G,

SEARE , ALFERAAAFT NEPE. (3
B ) EEE LR, ER—T,
RYAEIREE.

A: MK, HEAERNTSFILE
[EVX

o> small talks: K%, R¥l, Bt E, EEAZRHOEESR, BRTREXHEN
ZEFERAN, FORM JRUHRRKIEABRERENMFEE. FORM AR E
£ “FE" (Family ). “BRAl" ( Occupation ). “&1&" ( Recreation ) 1 “{= 8"
( Message ) — UM HEIERRER AN T FHE,
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10.

11.
12.

13.

14.

15,

16.

17.

Setting up a Meeting

Relative Expressions

Beginner A7}

I’m hoping to have a meeting.
We may probably arrange another meeting.
I plan to have a meeting this afternoon.

See if you can arrange a meeting with mar-
keting department this morning.

When and where do you plan to meet them ?
Try to involve all the participants in the meeting.
Make sure all the supervisors can attend.

Make sure everyone in the department can attend.
When and where is the meeting?

RIEATHFN 2
RATHFT S ZH— R i
RATHF A2

T AR RETR R HE & L7 R 1361 )
e
UPHRIER AR 4307 A1
RELFA 05 245 SRRk,
SR ARSI,
FHEAT 10— ARSI
SUAEMIL . JLEIF?

Intermediate &5

Would it be alright if we change the time of
our next meeting ?

I’m trying to arrange a meeting for next week.
I need to work out a time to get together with
you people.

We could probably get started with a strategy
meeting at 8 tomorrow morning.

I’d like to fix a time to meet next week and
hear what you all have to say.

Let’s set the meeting up for 8:00 Monday
morning.

I was hoping that we might get together and
talk about them.

I’d like to set a fixed time for next meeting before
we finish today.

AT — BT R HY IS AR A 7

A WAE T ALH— K&
T BRI FRAT TR R Rk o

AL AT LA R 8. 00 S TF—A~ KR &
VIR

A E A6 | A RAKILEE T A1 2=,
I L B R T o

AT S EfE 2 — E4F 8: 00 FE,

FARBRATATARAE—E, WRMATH
THOL.
FAEAEAN]S KSR E I F 121
At
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18. Why don’t we set the meeting for Thursday at P THE &I E AR BN B4 9: 00 & 2
9:00 a.m. 7

19. These losses are serious, we’ll have to call a fiikiB &, RIS I LA SNUAFE
meeting straight away to get to the bottom of it. o

20. We can carry the meeting over to Tuesday if WIRALE, B AT LIGEESUL
we need to.

" m\;o
@'_[fj.,i’ Situational Conversation

I need you to arrange a staff meeting this afternoon.

WIREHES K FFIFA R L2l

A: Ineed you to arrange a staff meeting this afternoon. ~ A: HIREHS K FHF AR TS,

B: About what time? B: KRATEH ABHE?

A: Whatever the most convenient time for them.  A: {Efa]ftfi ] 77 {8 A s [R] #R AT LA .

B: Do you want to meet in your office orin a con- B: {FIEAENRMK I AZFERESWE
ference room? 2

A: In my office. A: TERIPAE,

B: Who would you like to be in on the meeting? ~ B: {RAZEHERS M2

A: Everyone in the department. A ARETTHI AN NEER

@ﬁﬁ Sttuatlonal Conversation

I need to work out a time to get together with you.

el BARAN N I FORATI R SR 3

A: I need to work out a time to get together with  A: FRFEZE A B FARMNT K EREAN L.

you. Can you all take a look at your schedules? YROTRETR B VR4 B e ] 2 HERS 2

B: Thursday mornings are usually the slowest B: BP0 |4 5 & iX JLE S H B
around here. Why don’t we set it for Thursday PRfiTE 2 A B4 9: 00 BEFE?
at 9:00 a.m.?

A: That’s out for me. I already have a standard A: FAFT, BN LS 830 KA KL
meeting on Thursdays at 8:30 a.m. How about BH=TF4 3. 00 EF:?

Wednesday afternoon at 3:00?

B: That’s all right for my department. I don’t B: FR{IFFI &M, NAHMAZ T
know how the rest of you feel. fay?
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o “slow” 2 “REFK, NMT, BR" BHER.
“That's out for me.”" 2 —A)RMIBMFRIXA 7%, ‘out" R "TEEAEBEHATLE",
#. That suggestion is absolutely out. ( AR NEW LT RIE, )

3),
C Rk

Preparations for a Meeting

L %

*4321;2 Relative Expressions

- Beginner A7 >

1. You get the computer and projector ready. PR 2 28 R B AN R

2. Is the room ready for the meeting, Miss Chen?  [f/MH, £l 157

3. How about the microphone and speakers? T A A AR A A T g7

4. T’ve got that presentation put together. B ERC LRI T .

5. The equipment is set up for the presentation. XA EIEN TR

6. We need a microphone. BINTE—EHK.

7. Is the conference room ready for the meeting? 22U ZEHERLTF 1152

8. Could you book us a conference room? REREFRATIOT— W EN 2

9. Mike is going to attend on my behalf. kR EERSMm.

10. Make sure there are enough chairs, memo pads 2T IR A E MAR 65 2 Ry . (EAS fnes
and pencils before the meeting starts. %,

. Intermediate 25 >

11. Paper and pencils have been laid by their name 2 # i AR AL EE L 2 K ilE S
cards on the conference table for each meeting party. 3£ | T .,

12. Let’s meet before next week’s meeting. [ want WA ] T B FF &7 W —1f . FoALeAE 480
to kick around some ideas with you. AWRAE e —F .



17.

18.

19.

20.

s

L iE=

. I was hoping you would cover for me at the

strategy meeting this afternoon.

. I’ll check on the availability of the conference

room for that day and if that time slot is open,
I'll reserve it.

. Thope that you prepare a short paper for the meeting,

. I hope that you should bring a few transparen-

cies with you.

I shall be attending the meeting on behalf of
the finance director, who is unwell.

I’ll put the minute book, some spare copies of
the agenda, and paper and pencils on the table.
The meeting starts at 10:00. Please make sure
you’re here in good time so we can get down
to business on time.

I have put the Minute Book and some spare
copies of the agenda on the table.

s,

Situational Conversation

)5

ﬁ%auﬁ%u%'cﬁg@Q
RABREZFRILE —TSXT FHIR
=il
KoahE TR WERNMAMEL,
WARARAS A L E R E, KT
Tk
A RIS — D R R 2R SR
A BIREEN EILHZIXTEOR .

KBEREVS EESIMEW, hEHEK
ﬁ:‘
KBS L BE ., & HNEM4ER
T E.

20 10 SAPIFER, TEE IR RE R BHIKIE,
DIEFATAT LAAERT HE AU

O LI RA T — Lo 85 H B IR R K
ZWHRLET

If that time slot is open, I’ll reserve it.

T SR ABAN I DR 2 i PR, AT K.

Would you please check on the availability of
the conference room for that day?

Ok, if that time slot is open, I’ll reserve it.

Yes, and don’t forget to reserve a projector.

Thank you for reminding me of that. Where
do you prefer to meet the guests before the
meeting starts?

Let me see, in the next office.

;

o> projector: EEAN, MERYL.

o» kick around:

s l=]
B E

“FFERTR"

o> time slot: BJER, #48i,

A: REER XA FIBRSWENM N
oi?

B: GfEY, GnSRARANEEAS S U= N A
FHBUT Tk

A: B, RIS T BT — UL

B: HSIRIERETR. S UOTAARI7EME B
BEN?

A: HE—TF, HEREDLZE,
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% Gituational Conversation

Would you cover for me at the marketing strategy meeting?

PRAE & R R BRI 27

A: May I ask a great favor of you? A: REEFS AN KA

B: What’s it? B: fl4ir:?

A: I was hoping you would cover for me at the A: RALBREFRETE -TFTSXTFH
marketing strategy meeting this afternoon. =SS IV

B: No can do. ’'m swamped. B: A7, I T,

REER L ]

o> cover fEIXEE “#xN" MERE, W 'l cover for Jane while she’s on holiday. ( &

B F BN TR, )

Hfthkor A, B SMEmiEzs.

Jeff is going to attend on my behalf. 7K KGR FTHZS I,
Jeff is going to attend in place of me. Zx FKARF IS,
Jeff is going to attend for me. R KR T HS N,

Jeff is going to fill in for me. ZR KK FRFKRS M,

o “Nocando” 5 “noway’ 2RHFHMER, Fr "“BBE, T7°, BROEl, &
BREARRNASREMREZE, ™&EAH EISHHERBIFNUZE, W: I'm
sorry, |can't.

o> swamp: fFEFEANBFE, XESIRA “FRARE, £ |‘E’EKEIFF_L", . His
secretary was swamped with work. ( fifiA A0 T 1E S S HEIRZE

* Ak
- Number of Attendees

Relative Expressions

“ Beginner A7 »

1. Do we have everybody? KEARENFF T 7




@ ok W

13.

14.

Everyone has to be at the meeting on time.
Does everybody need to be there?

Hilary and Jason are on vacation this week.
It would be best if everybody could be there.

Since the majority of the required numbers is
present, I declare the meeting open.

8 .1
R %5 & GE OiE ‘Q““’wf»

T NERALIHERS iR 2
AN NERLLZE D7

A P AN BY X B IR IR BL
BRI NEREIZ

M TR 3 T2 Ak E AR,
Wt -

REfMm=

- Intermediate 25 ’

Not many shareholders attended the meeting—
only twelve in all.

[ have received apologies from Roy and Joanna
for absence. They are both in London on
business.

Only about ten people turned up at the share-
holders’ meeting, although thirty or so had
been expected.

. The executive committee meeting was post-

poned yesterday for lack of a quorum.

. The executive committee meeting was post-

poned for lack of a quorum yesterday.

. I’m afraid Susan can’t be with us today. She is

on business in Paris now.

Unfortunately, Bob will not be with us today
because he...

I have received apologies for absence from
Henry, who is running a high fever.

Lt

=] “Situational Conversation

S
o
BT A R EL 1) 3 BOKASBE 21
i IER BB ZEE T .

W BRI A Z—EIT A 12

BARTIHRA 30 NRERAS
ARL 10 AR

, HER

R A8 1€ B
WG T o
MR AREENBAE, ITERRE
SHE R GEHER .

B AR MEN]—EIT2
FEER

AT R ARREMEN —EIF 2 H

CANEL, TR

W

. WETE

SRARIERS LTHER, KRLET.

We can’t ensure a quorum will be present.

A REPR OE 7L 5 A B 2.

I want to call a special board meeting to discuss
this issue. Please book a conference room as soon
as possible.

I’'m sorry that I can’t do it.

A: AT —-KEEHES

VORI

A, HRRBGTWE.

B: RHIUMK, HAREXAM.



A: What’s the matter? A: [ELAT?

B: According to the regulation, a three-day prior B: #RIEHE , HHFSWHE = KATEA
notice is required before a board meeting.

A: But there’s no time. We should phone the A: {HREHE T, HATVIZD AR

members immediately. FTHLTA
B: I'm afraid that we can’t ensure a quorum will B: ZYAFRANTABEIRIEE: & ABH E &
be present. W

R i v
o> ‘“aspecial board meeting” & “4FRIEZSIN", EBLESW.
an all-hands meeting ( &A%Y )
an impromptu meeting ( IFRF<X )
a Iast—minute meeting ( £2%)
o> “quorum” }§ “EEAE, NEFLSWHEEKEETH, HEEESSW
KEAEAB N SHRESTHN 2/3, REEAEAEN, L@RIFARINES

TR

Meeting Requirements

% Relative Expressions

. Beginner A7

1. We will ask the speakers to come up and take  FRATE R P2 2R ok, A8 5 i S48

their seats here. fii b
2. There will be no cell phones for this meeting. X2 RFHEBETE, HRAERLHETF
Please turn off your phones now. Hlo

3. We need to start the meeting on time. Please I TAHERTIF<s, HERT R4 8h 3],
come in five minutes early.

10.



