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Meetings

<4 Section One »

Let's Get Ready

Useful Words and Expression ;s s Rt .

agenda /2'd3zenda/ n. (£ixX) WAL
strategy /'stretid3i/ n. Rug
solution /sa'lufon/ n. fg 3k # %
initiate /1'n1f1ert/ v 744
motion /'maufan/ n. #hiX
adjourn /2'd33m/ v, (f%) %1%
amplify /'@emplifal/ v, i
merger /'m3:d3o/ n. 4-5F

beside the point & #i#

wrap ... up 4 %

project /'prodzekt/ n. 5/ A

minute /'minit/ n. (£ #) 2306 %
research /ri'sait|/ n. FF %

second /'sekond/ v 4 &%,; WA= (F3L)
rostrum /'rostrom/ n. £/ &
candidly /'kendidly/ ad. 32 & 3
appease /3'piiz/ v, -F &

proceed to 4% %:---

bring ... to a close 1% ---4 & :
opt out & € ik ik '

.’

Task 1 Here is a set of English sentences with their meanings given in Chinese to the

right. You will hear them read aloud twice. While listening, try to match the English
sentences with their Chinese equivalents.

1.

Now, let’s come to the next item on
the agenda.

. BhmER LR AT SE

HRBAOE L,

2. I'd like to add one more point. . BRERITRTIANE.

3. I'm calling this meeting in order to CBRREAERE, BNEEHXENGE
discuss the new project. Wigo

4. First, Ms. Green will present her view . EARRKEATEX A [a) BB R TR
on a new marketing strategy.

5. Have you all received a copy of the . SREHT8WMAE
agenda? .

6. I'd like to hear your suggestion first. . BOXRBEXINMNESWRITITRH

A,
7. There are eight items on the list today. BERMTRWE LA T—NMUE,



10.

1.

12.

13.

14.

15.

16.

17.

18.
19.

20.

To begin, let's quickly go over the
minutes from our last meeting.
Please freely exchange your ideas
regarding the problems we now face.
Since there seems to be no questions,
let's proceed to the discussion of the
agenda.

After hearing your first-hand experience,
we shall start the discussion to seek a
solution.

The next question for discussion is
about the reorganisation.

We are running a bit late. Please
shorten your presentation.

Right, it looks as though we’ve
covered the main items.

Please summarize the findings of your
research team.

Does anyone have further information
on this point?

Somehow it seems that what has just
been said is beside the point.

Let's bring this to a close for today.

If there are no other comments, I'd
like to wrap this meeting up.

Can we set the date for the next
meeting, please?

. E%, RORBEEH—TLXEN

ALK,
ARBEHUUET B?

. ERE—TRNMBIFVNARARSE R

. BRBHRE—R.

. BT EAN—FLRRE, BRiME#H

i, UFRBRITR,

BMNERFLRT, BARKNKRER

B,

. BX—REFARRREZHNEEE?
- T ENRHREXELNER,

BT, BERBRMNNETBZWABITR

g

- BANS KB B ke,

. BAHET RIS BB (8] 7E T 5RIE?
. MPRFRMAER, BRESKXHAZN

BERT o

. RIBRE A BFUFRE T BAiE

AR,

4 Section Two »
Find Out the English

(I

Task 2 Listen to the following dialogues twice and fill in the blanks with the words
you hear.

1.

2.

A:  Who will serve as the
B: Ms. Smith is doing the job.

secretary?

A: Please start the discussion with Mr. Stephen.
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B: It's my honour to the discussion.
3. A: Does anyone have something to what has just been said?
B: | would like to add something.
4. A: May we hear from some of those who haven't expressed their opinion yet?
B: OK, I would like to make a report on behalf of our research team.
5. A: Could you perhaps explain a bit more in detail?
B: Certainly. Let's Page 9 in the report.
6. A: Does anyone second the ?
B: Isecond the motion.
7. A: Would you please come up to the ?
B: Thank you, here | come.
8. A: Hearing no | suggest we continue.
B: Yes, let's move on.
9. A:  Which position would you A or B?
B: 1think A is my choice.
10. A: Since all proposed have been passed, the meeting will be closed

for today.
B: Let's see each other tomorrow.

4 Section Three »

Listen and Respond

Task 3 You will hear 10 questions or statements. While listening, you are required to
tick the most appropriate response out of the four choices provided.

1. A) | think so. B) No conclusion was reached.
C) Thank you very much. D) Let's move on.

2. A) Thank you. B) |agree.
C) No, you can't. D) Yes, I'll try.

3. A) Well, I'm not sure | have got one.
B) | have no time.
C) I won't complain.
D) I must thank you for that.
4. A) I'd like to say a few more words about it.
B) |1 don't think there is a way out.
C) There are many things unknown.



e

D) We can anticipate the following consequences.

5. A) No, that's different. B) Yes, | think we should.
C) This is our opinion. D) Thanks a lot.
6. A) That's ridiculous. B) It is impossible.
C) No, we all agree on that. D) We got it.
7. A) | could not agree more. B) Time is up.
C) Let's meet next time. D) Take your turn please.
8. A) It's not my fault. B) It's delayed.

10.

. A) OK, please continue.

C) They are late. D) OK, I will state it as the group leader.

B) OK, it's your turn.
C) OK, you are quite right. D) OK, let's adjourn.
A) Thank all of you again.

B) Good luck.

C) Thank you and see you tomorrow.

D) Hope to see you this afternoon.

Task 4 In this task, you will hear a long conversation. After the conversation, there
are some recorded questions. Both the conversation and the questions will be spoken
twice. Listen carefully and choose the right answers to the questions you hear.

. A) National sales director.

. A) Margaret Simmons. B) Jack Peterson.

C) Bob Hamp. D) Tom Robbins.
B) HR manager.

C) General manager. D) Meeting chairman.

. A) Market sales in the United States. B) Market sales in south China.

C) Market sales in big cities. D) Market sales in rural areas.

. A) She thinks that rural customers are as important as customers in the West.

B) She thinks that rural customers are as important as customers living in cities.
C) She thinks that rural customers are as important as customers in the North.

D) She thinks that rural customers are as important as customers in the Republic of
Korea.

. A) To fix the next meeting. B) To have a break.

C) To move on to item. D) To have a cup of coffee.
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<4 Section Four »

Listen and Interpret

1

Task 5 You will hear a set of topic-related English sentences. While listening, you are
required to fill in the blanks with the missing words or phrases.

—

N = a2 ma a e @ - -
O VW o NV B~ WN

~owLVENOUVAWN =

We are going to discuss a new :

We sincerely hope that everybody here will feel free to speak candidly.
We're here today to discuss last quarter’s sales

Can you your point?

We shall now the discussion.

How do the feel about this?

Can you make your point a little more
Since there are no further
Let's discuss it a bit more in :

| shall now the first speaker, the representative from the US company.
Could someone suggest how Professor Green and Professor Alexander

their opinions?

please?
we shall continue on.

. We must say that great interest is focused on technology

. Does anyone who hasn’t spoken to comment?

. There are some leading to these results.

. This is a contributory cause, not a cause.

. The first point which should be taken into consideration is the design.
. The opinions presented so far may be as follows.

. We shall discuss today’s problem once again in our next

. the meeting closed.

. The meeting is

and we'll see each other next week.

Task 6 Listen to the above English sentences again and then interpret them into

Chinese.

Task 7 You will hear a short narration about the unit topic twice and find out the

answers to these questions.

1L

2:

What are used to negotiate sales and investment problems, plan events and set up
business arrangements?
What does a chairperson usually do at a meeting?
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3. Who usually takes down the discussion in the minutes?

4 Section Five »

Listen and Report

Task 8 Listen to the following conversation twice and fill in the blanks with the
missing words or phrases. Then you will hear a summary of the conversation. Listen
to it twice and tell us what the conversation is about.

Brown:

Garcia:

Tina:
Garcia:

Brown:
Bergman:
Rossini:

Brown:
Tina:
Rossini:
Tina:
Bergman:
Brown:
Bergman:
Brown:

All:
Brown:

OK, it's nine o’clock, everybody. So let's get started. Now, the first item on the
is the discussion of the management’s on

flextime. Miss Garcia, would you like to start, then?

OK, well, most of my people are happy with the present

inflexible systems. They think a change would be dangerous.

I'm sorry. I'm not quite with you. Dangerous?

Well, they feel more flexible hours would make it difficult to cover for each

other.

Ah, Mr. Bergman, what are your views on this?

Well, the thing is that ... er ...

Could | make a ? Wouldn't it be best to hear what each

member has to say about the proposals from the point of view of his or her

department?

Yes, all right. Go ahead, please?

Look, I'm really sorry to . I'd just like to say that any department

can vote to opt out. They can just vote on it and the wins.

| think the flexible idea just wouldn’t work. People phoning or visiting the

company would get terribly :

No, no, that's not true. Mr. Rossini. | mean, cover arrangements would be made

with flexible days just as when people take or people are sick.

Mr. Brown?

Yes, Mr. Bergman?

If I could make a point here in our case, | think we wouldn’t be able to
with anyone off.

Well, any other points?

No.

Have you got all this down, Mr. Johnson?
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Johnson: Yes.
Brown: Then | think we’ll on to the next item on the agenda ...

< Section Six »

Real-World Communicative Event

Task 9 You will hear a description of a real-world or simulated communicative event
and you are asked to check your understanding by deciding whether the following
statements are True (T) or False (F). After the third listening, you are required to
make your own report about the event.

Peter is the chairman for the meeting focusing on how to increase the sales. (
Simon thinks the cause of their poor sales performance is their poor advertising. (
Peter thinks the response to the ad was 25% lower than last year. (
The response to the similar campaigns was 35% lower in Japan than in China.  (
They will extend the meeting into lunchtime for Simon will pay the bill. (

U e
N N A N

Task 10 Listen to a record of a business meeting first and fill in the blanks with what
you have heard, then rehearse it by playing your role as a chairperson. Afterwards
you and your partners can role-play the meeting the way you think appropriate.

You:

All:  Yes.
You:

All:  Agreed.
You:

Peter: Well, on the question of financial control, it seems to us that the Chinese
company has lost all its power in financial matters and we now have to get
permission from the American company for the smallest expenditure.

Maggie: | can't agree. The position is that we have two different types of financial
management systems in the two companies and our objective should be to
take the best of both.

John: | agree with Maggie entirely. Could | suggest the formation of a working party
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for a closer examination of the two systems?

You:
Peter: Mmm. | have to think about it.
Maggie: Sodo .
You:
Peter: There is no one here from Production.
You: '
All:  Fine.
You:

Peter: 1'd like to explain the viewpoint of the Chinese company to our meeting'’s

attendees. Our Human Resources Manager is unable to be present today but
he asked me to explain how so many Chinese employees are worried and upset

about the rapid changes ...



