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President: Mr. White, | need you to hold & meet-
ing nex week to discuss the | overseas
expansion strategy. Is it OK?

strategy [ 'streetidszr |
n. &lﬁ

issue ['x_r(j)u..n-uu.]

n. TR

(rival ['ravl ]

n X F

director [dl rekta( r) J
n B EE

White: Sure. It is time to discuss this issue. |
heard that our rivals have already begun
entering the international market.

President . It is really urgent. Please find a proper
day for you and all the directors, and the
chief designer. Do it quick.

White: 'm afraid | can’t hold this meeting very
soon, because, you know, the Marketing
Director is on a business trip in Shanghai
and the chief designer is attending a
fashion show held in Paris. They will not be
back until next Wednesday. How about later
next week? Next Thursday is OK?

- President: Yeah, it sounds fine. After the meeting,

chief designer
ERRE

on a business trip
SREE

2 & —EX-BR BUBE

please send me a report as soon as
possible.

White ; Sure. | will keep you informed.
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Meeting Arrangement .

President: Mr. White, | need you to hold a meet-
ing nex week to discuss the overseas
expansion strategy. Is it OK?

White: Sure. It is time to discuss this issue. |

heard that our rivals hawe already begun
entering the international market.
overseas expansion
BINAE President: |t is really urgent. Please find a proper
day for you and all the directors, and the
strategy [ 'streetid3 | chief designer. Do it quick.
n. iR Eg

White: I'm afraid | can’t hold this meeting very

issue ['1f(j)uz, 1sjuz ] )
soon, because, you know, the Marketing

n. BIR

Director is on a business trip in Shanghai
fival [ 'earel ] and the chief designer is attending a
- fashion show held in Paris. They will not be

back until next Wednesday. How about later
director [ di'rekta(r) ] next week? Next Thursday is OK?
n ZBIIEE

President: Yeah, it sounds fine. After the meeting,

chief designer please send me a report as soon as
BRI possible.

on a business frip

AR E White: Sure. | will keep you informed.
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participant
[ pa:'tsipont |
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facility [ fo'sxlotr |
n RE

recorder [ ri'koido |
n. K&l

file [ fail ]
ot. JAHY

speaker [ spitka ]
n AR

plug [ plag]
n. 453k, Ha e

overhead projector
B

refreshments
[ r1'frefmonts |
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White:There will be an important meeting for
the senior managers nex week. Would
you please make an arrangement for the
meeting room?

Assistant: OK. Can you fell me the number of
the participants first?

White : Sure. Since all the senior managers are
required to be present, there will be ten in
all.

Assistant: Then the meeting can be arranged in
Meeting Room 2. Are the facilities
needed as usual?

White. Eh...a litle bit complicated this time. A
platform is needed for the speakers to
give presentations. Put it just in front of
the screen.

Assistant:Is a recorder necessary?
White : Yes. All the recording will be filed.
Assistant : Are there any other faciliies needed?

White: Besides the computer and the speaker,
we also need an exra plug and an over-
head projector. And some refreshments
will also be needed, for the meeting will
take a longer time.
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take the minute
RT3

do sb. a favor
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experienced
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check schedule
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bear in mind
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Taking the Minutes

Assistant: Mr. White, I'm very sorry that the
person | arranged to take the minutes s
ill and can’t attend the meeting.

White: Sorry to hear that. Have you arranged
another one?

Assistant | tried, but failed to find a suitable one.

White: | know sewveral people who are good at i,
such as Robinson and Amanda.

Assistant:Oh, | could have thought of them. I'll
contact them immediately. ( Calling )
Amanda, are you free Thursday afternoon
from 1:30 to 4:30 p.m.? Can you do me a
favor? We need someone experienced to
take the minutes then.

Amanda | would like to, but | have to check my
schedule first. Eh...| am not very busy at
that ime. What shouid | bear in mind for
taking the minutes this time?

Assistant: Take it easy. It's hardly ever necessary
to write down every word that everyone says.
You just take a note of the topics discussed
and the resuit of the discussion.

Amanda:| can make it. See you then.



