Q; E FEEE—ib

www.ivyenglish.com.cn

Teach You to Speak

Meeting

English ...
SWHEIE

HILSWESEN, EESWRENSERE. SNE. SSAfG, RIEHME "S5 £
BiERE. XBMXS, NEHkE.

W b 8 A & z
;ORGN%AN?;UAL;ES F’;Eii }HGBDﬁ’éﬁﬁ

—



Teach You to Speak

»
@ ah 2 B e 42
FOREIGN LANGUAGES PRESS
5 B £ H K &



EBEMEBE (C | P) #iB

BRvi e

WIEE / MM . — JE5 - AR

#t, 2019.6
ISBN 978-7-119-12067-6

. O#H-- . Offi-- M. Q&N —FiE— s
IV. WH315.9

Hh [ W AR B 50 CTP #dE#% 5 (2019) %5 131874 5

JERR TR -
PR AR -
RIS
Rt
E il S -

RS

i e
Btk
TR
tx fh
E

o s 2
WRIG 6///

€ &

I THC A I/
st 1 1 /%‘\

)
© Sh3CHiRRRLAT IR A 44 )65)%;{%

AR A
AR % AT -
o it
™k
B A&

=

AESNHIHE S

il :
$H:
A
5K
¥

R

% ¥ >§

Hb S AL AT PR S A I

rEAE PRI X B AR RA245 BREUERES : 100037

http://www. flp. com. cn B FHBAE - flp@cipg@
008610-68320579 Cfa%i=) 0086 10-68995964,/68995883” )
008610-68995852 (A& 4T#E) 008610-68996183 C#H Hi ik )

AL BN 25 B2\ 7 @
BRI /A

710 mm X 1000 mm 1/16

17

3007

2019 4F 10 HE 1 WGE 1 EDRI

S: ISBN 978-7-119-12067-6
th:

38.00 yt (P

WAL RIS



HIRR swzz 7o

s

NPT FEEEZF NS . BEEINLKECHRGTEFTEFSHREE. H
h-TRE TR AR RIEEE S . MBARFHIZOERENER NN EEPHITERNE
&, HMARARRE SHRM. MASNUERG EAATSHRAER. BEAE
SWHREEM, ASHFRASE, EBLANEXNIEHEFER TR, BEEF
2 NFART AR, SHARAESERAT ONEREE, EibAERS
REEHEHOS, METENSERS TtH. AR —MELSWEER, B
BRAR. BENE. LRAERE. GERERT. RAEEEN. BATUXHE
i AR ENMNES T/ URIR, BEMHREZRILEEREMEESWAE, &7
SHBPREFERACTI. AROE. KRN 7. EMAZNRAEE.

mERe
ABREERGSN ENER, SRNBABERITRS. FBH16MET, GIET

FRELWHEEE: AN ERREL" "BE" "BAAR" “REB" “HE%
BAFEN” “EBEATRAET "ERTANERT “REABET TR RRER
BE" "THEEFMSIT "“BREFENSN "HESEHESWT HEHTRT R
EEIENZW " FEEAN" .

mENAEH
M =Z@eia )

ERZFABESHAA, HREM
ZESWKARERE.

W)
HKEZBERS TEXNIE, LLEER
BLWEIE LX1E.

L_2RMAz%E )

5 5 R B R IR F AT, 1R
B,

[ EErimz )

5 BB B REF F AR, 1R —
REBHAEX .

FIH B AR AEFFNER, iL
REBHIXWZEREH.

L HATRUX AR )

REMEES N AENARIRE.

U sy )

ENALTHIRMESMTE, BHRT
ZEBRIRE, HMEESNER.

LARsF )

RIEIZEBIRITNEA R EHAF,
WARIESE Ao

e




Preface

No matter if you are a regular, frontline worker or in upper management, one
thing is for certain: at some point in your career, you'll be required to take
part in meetings. At times, your participation will be more than just that of an
attendee. You may be required to make a presentation on last quarter's sales
performance, for example, or you might have to give your input on a project
in the form of an opinion or recommendation. At those potentially nerve-
wracking times, especially, knowing how to present your ideas smoothly in
English is crucial. In addition to allowing you to avoid embarrassment and
misunderstanding, good knowledge of business English related to meetings
can definitely help you make a good impression on your superiors. Obviously,
the more positive impressions you make, the better for your career and the
greater the possibility of advancement.

In this book, you'll find numerous practical phrases to deal with most
situations that you will likely have to deal with during a meeting conducted
in English. For example, in Unit 6, there are expressions that can be used to
clarify what you have said or to ask others for clarification on what they have
said. To give other illustrations, Unit 8 is designed to give you the English
tools to assist you in keeping a meeting on track, while Unit 12 centers on
problem-solving. People who need to attend international conferences as
delegates or go to official board meetings will find Unit 16 especially useful.
Unit 16 provides many specific key expressions and detailed explanations
related to the complicated but very commonly used set of rules known as
Robert's Rules of Order.

Design of the Book

The units (with the exception of Unit 16, which has a slightly different format)
feature numerous formal and informal sentences and phrases related to a
particular aspect of taking part in a meeting. These sentences and phrases
are accompanied by sample sentences to better help you understand how to
use them. In addition, there are dialogues that incorporate the key vocabulary
being taught in the units. Another element of each unit is a reading that
provides further vocabulary and tips on how to improve your meeting skills in
some way. Finally, exercises at the end of the units help learners retain the
information they have already studied.

The writers and editors of Teach You to Speak Meetings English are
confident that by studying the units in this book and referring to them often,
you can master the skills you need to effectively participate in meetings
that are conducted in English. In doing so, you will not only be helping your
communicative skills but aiding your chances for advancement in your
career, particularly in an organization that knows the value of good English
proficiency. Best of luck!
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Unit 1

Expressing Opinions in Meetings
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You're in 2 meeting, and the manager asks you to give your opinion. You get nervous,
freeze up and mumble a few words. If this sounds familiar, part of the problem is
most likely that you have difficulty arranging your ideas in English. In other words,
you don't really know how to begin. This unit provides you with many useful
expressions you can use to organize and present your opinions.
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Formal (Ext)

. My opinion is that... (iert

My opinion is that we should relocate :
our head office to Mexico. :

. It seems to me that... /
My thoughts are that...

My thoughts are that we may need to

lay off some staff members.

. As far as I'm concerned,... /
In my view,...

As far as I'm concerned, customer
satisfaction should be our top priority.

L © BAEUENELL:
| look at it like this: if we don't take :

the opportunity now, we may not
: T

. | look at it like this:...

have another chance.

[ informal (:E:t) [
LK you ask me,... /
It looks to me like...

If you ask me, it's a problem that will

do harm to our staff morale.

. If you want to know what I think,... /

Here's what | think:...

Here is what | think: this is all a waste

of time.

.As | seeit,../
Here's how | look at it:...

As | see it, this is the perfect opportunity
to test the waters for expanding into :

Europe.

) 01-01

| © mWEER
RUE S RN EDLIE AT B
.
TR AIAT - |
RUEER

BOBEE, RIATEFTERR — LR
IO

REMES, BRABRZERNNEE
£5. |

RO XGENEER: WRRNAIE
XA, FIEERMASER— M=

O mmumm i

XHRERERG

MERREEK, ZRIMSBRERMNAIL
SR B)
* morale [ mo'rel | n. =5

MR ERE AR, o ]
BEEAME:
BREL AN EERIERE .,

9 ERER, -

: ﬁ%ﬁziﬁﬁ#$ﬂ’lj‘ﬁt: ------ ;
ERER, XRRNAT KUSZEZRUH
it AR ENL S

* test the waters mWitwis (Fm

:-%-:l% o “iit7k" )



= H@W@ I s s R e e =y
AskingiforOpinions’ ERETEL

o> 01-01
- 1. What are your thoughts on...? - © Rt B AEE?
What are your thoughts on the : HAFXRNEHRRHTLEBE?
merger?

2. Let me ask you something:...? - © LREG—YE: 7 |
Let me ask you something: Do you : ERER—HE: RIAIERSTEL |
think we're ready for such an increase : S TIL? 7
in production?

3. I'm interested to hear... © BB

I'm interested to hear what you think : RBREITITRNFECEORHALEZE.
about the new CEO. :

4. Let's have your input on it. © iLERAIEITIT R BRI .

Tony, you've now read the report, so : R, MEAETT MRS, Nk
let's have your input on it. TR T A R X XA S 3R I o

xinput [ ‘mput | n. ANEE (35
6. 408, Bias)

Informal (3EIEZU)

1. What do you think about..? © ki i0?
' What do you think about offering : RINAL BEREREAR? ‘
drop shipping? i *drop shipping FhsEmABEF
| BRBERRXRMATER @
2. How do you feel about...? © RHF HBEERMHA?

How do you feel about opening a : R TFEFTBER D ARINEEZMTL?
branch office in Hong Kong? :

- 3. Can | pick your brains a bout...? © XTF--RABHRHELD?

Can | pick your brains about the : X T RULSEATAEIRIEHELL?
- expansion proposition? *pick sb's brains  1¥#, B
4. Tell us your thoughts on... - © BRBATRBARRS - HIFEIE .
Tell us your thoughts on the disappointing : X AKRENHER T, REBR
sales figures. S (9172373 11{:5E ~p7 4w



A Dialogue iEHiE 1

Simon, Jason, and Jennifer
are having a meeting about a
project proposal’.

AR A#H

MERFBEASHIE

R’REFZITL.

S = Simon, J1 = Jason, J2 = Jennifer

: So, you've all had a chance to look

over? the proposal. What are your
thoughts on this?

: Well, it seems to me that this project

is too much of a challenge for us.
| strongly believe that we could be
biting off more than we can chew
if we take on this project.

S: Thanks for your input®, Jason. Jennifer?

: Well, as far as I'm concerned, the

major? issue is the budget. I'm not
sure we have the funding® available
for such a large campaign®.

: | believe the board has promised the

funding as long as we can guarantee’
a big enough return®. Here's how |
look at it: It's a big challenge, sure.
However, in my view, we must step
outside our comfort zone to stay ahead
of the competition®. I'm absolutely
convinced' we should approve this.
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Unit o Expressing Opinions in Meeting,

Vocabulary SEFHEFREE
' 1. proposal [propozl]n $25; Hil (FMER S EAE LR
| submit / consider / accept / reject a T e )
{‘ proposal . X
s RN R MY 7. guarantee [ geran'ti]vt. {{ilE ,
‘ 8. return [rr'tan]n W2E !
: 2. look over... (SR L a high raienof rr;ilfmq%ﬁapital KF
il We looked over the sedan again VoA (s R ;
before we decided to rent it. . . i
B TP s A A 9. competition [ kampa'tifon] . m
y&%giﬁi' ) AT (AR ) ; 5
3. input [‘mput] n BEEAEE (5 10.convinced [ kon'vinst] . fEH)
47 into HEFH) ’ ‘ &: I'm convinced that Kevin is innocent.
#l: Your input into the project has = I'm convinced of Kevin's innocence. |
proven to be very helpful to us. (RAE(EIRTER. ) 1\

(3 A H 45 S B IEsE
A MRA R B, )
' 4. major [ 'medza-]a. FEM

minor [ ‘mama | a. IWE R, AHE
iy

5. funding [ ‘fandy] n. %4 (ARH[
0
funds [ fandz | n. ¥¥4: (% FHEE)
{l: We are trying to raise funds for a

S

N

new laboratory.

!

(RANEAESR JIFHER S B UHH 5

| 6. campaign [ kem'pen]n #E3h (It {
- REAECTEES)) {
i

launch an ad campaign

Kl EEETED

@l We launched an ad campaign to
promote our new product.

SRR K T

e

S - .= = e AN S P Ty s



PORERE

S 8 )
budget [ ‘badzit ] n. HE a tight budget
- within / over budget IZ R PR
- TEA /A TE

The project was completed on time and  We decorated the house on a tight budget.

| within budget. Rl T SR A1 T 3 -
AR 5 T LIS IS

~ approve [9pruv}hm aﬁérd;re of 7
VERWahialnt, & “#f” . EARRpsiant, £ “FE" , Z&
ME 1A of A REHERETE .

The committee unanimously approved the Do you approve of my idea?

plan. TRAIE A B TEG?
% —BattEZ Rl
% unanimously [ ju'nznamaslr | adv.

2k—3ut

GBS
st

také‘o: sth/sb 7&#H (FiE)

I'm already very busy at the moment, so I can't take on any extra work.
KERICAMN T, FrARTCE AR T AR,
We're not taking on any new client at present.

BATHAIASEETTHES T .

take on sth  £3 (FESPFEIHE)

The chameleon can take on the colors of its background.

AR RRERNEE.

* chameleon [ ka'miljon ] n. 2545, J§;

o TR R e e - Sl e =

i S YRS S S




Unit 0 Expressing Opinions in Meetings

1‘2%1&%@@5@

e e R A SR A A A A R e N e e e e e X B

wO bite off more than one can chew ﬁ?“ﬁj‘k“ HAR T

1

tQTU.LﬁﬁE

= e . g

|© &2 u.tasﬁﬁx. “1 ﬁ??fﬁiﬂ*lﬂ’]ﬁiﬁmﬁﬁ" TR, fRATELX AR :

' © ER EHEFEMT" , AR step outside your comfort zone 5 push /

© Ex7F “$-----ms" ., ATLliE: as far as...is concerned. in terms of.... as

© EXT BRIMNAR—YBNAEZSZHF" B, RATLLUXHIS:

bite % “We" : chew % “WR” o MCARFHESH AU “Be F HOTAEBARE 77 |
LT, BlHY “REWARL, HARH" HEE.

The key to success lies in not biting off more than you can chew.

R A TR Ak 1

=

e e SR i et - B T e e

R T L A e T SR

What are your thoughts on expanding into China?
What is your take on expanding into China?

What is your opinion on expanding into China?
What is your perspective on expanding into China?
What is your point of view on expanding into China?
What is your standpoint on expanding into China?

What is your viewpoint on expanding into China?

test / stretch yourself to the limit-
Stepping outside our comfort zone and trying new things can be a great experience.

£ EFE AT o TR Y, AR RARER 2.

for....
Jane's doing fine as far as English is concerned. It's her math I'm worried about.

SRS, WRAGEAHE. EIEIERO R .

T PR R ) R A L R T S T R P e T s % = Tl

We have to do our best to stay ahead of the competition.

We have to do our best to stay one step ahead of the competition. §

G O g e e st L, A



/A Dialogue

g2

Simon, Jason and Jennifer move |
on to' the next topic for discussion:
which country in Europe should the
campaign be launched in.

TR, ABFIERBMGETIE T— Y |
. NERERNBA AR S |

=RESLTIR

S = Simon, J1 = Jason, J2 = Jennifer

: So, our research shows that Europe

is the best place to launch the
campaign. However, we still need to
decide the exact? location. Well?

: How do you both feel about Germany?

It looks like an untapped® market.

: If you ask me, | think we'd be better

off starting the campaign in a country
where we already have a strong
sales history. My opinion is that we
should strengthen* our position in
the UK first.

: Here's what | think: Germany certainly

looks attractive, but perhaps we
would see a more rapid® return by
expanding an existing® market, such

as the UK.

: Right. As | see it, if opening an office

in the UK pays off as much as the
projections’ suggest, then we would
be in a much better financial position®
to move into the German market.

xR

KF%:

B

AR

BiR:

B, EMNOHREREMNZ
R EEsRIEERS.
A, BIEEFEREHY
flth e FRMREIRIE?

RN RFEETRE? B
IEERBERFROT
Ho

MRMBERENERL, KB
BMNAEXALXFATEEBUR
HERLNEREE &&
MR RNBER,
HANRZ I B A& A Rl %
ER A

PTRENER: REEE
kHARBARSI N, Bl
1 RBEREXHFER T
WIFRELL A AR EIRZ 5o

. HikA, MRARE
3L AR AL RE A0 T 7S
B ARG EE LTS K
LTI NEE TS




Vocabulory %ﬁﬁ%ﬂ%ﬂ

l: Let's move on to our next item on

the agenda.
(FRATAREL TR BB —T
)

2. exact [1gzzkt]a K

to be exact Kb ibe( i AT IE )

Unit o Expressing Opinions in Meetings

e At AL ST S

1. move on to... fﬂéﬁﬁlﬁ . |

year's sales prOJectlons by thlrty
percent. |
CZA FIARREIA B AE AR A
Hbr, 20Hik30%, ) ,
The unemployment rate has been |

projected to fall.
(FEFTI S 2K TR ) i

&: Tom is in his twenties — 22, to be 8. position [ pe'zifon | n. 454K ;
exact. S

(%M — L% . Kb R22 {#l: What would you do in my posmon’?

%)

3. untapped [ An'tept]a. £ K1
tap [ tep ] ve. FIH, F& (BAHMIE
U, ARSE)

4. strengthen [ strenfon]ve. & vi. filI5%
i These exercises are designed to

strengthen your back muscles.

Xz B ISR UK LA
msgit. )
The m r's position has strengthened
over the past two years.
( A AR E A B
R, )
5. rapid ['repid]a. HHK)
 [l: The flu is spreading around the
kindergarten at a rapid rate.
(I J8% 1 £ AR BT 41 )L Bl bR 3 4
. )
6. existing [1gzisti] a. LA
7. projection [ pradzekfon ] n. Tl ;
HHEwT
project [ pra'dzekt ] vr. il
l: The company failed to achieve last

(TRAHERASL T E AT )

I'm afraid I'm not in a position to |

tell you what to do. :

(B REA LI ETMIRREA
fi

e e —_



RRAERS

ic;ok ~ %Eﬂé | ‘lo‘o‘k Ii..l.(e ﬁ;ﬁﬂé{%

Germany certainly looks attractive, but ..and it looks like an untapped market.
perhaps we would... ... FEREMLREFIF LTS

L EF R YA ARG S, HIERATAT

L e

expand [Ik d]vt & vi. 47“?& (Jk%) expansion [1k'spenfon]n. § 3K

expand into...
(k%) KZE--

We expanded our business by setting up two Despite the recession, the company is
branch offices in Japan. confident of further expansion.
RAVEA AR HE AR UYT Kb S REZFARI, ZAFAERRAREG
g — K5

10

pay off ﬁ‘/iy] ZR

All my hard work paid off in the end, and I finally passed the exam.
?ﬁﬂﬁ~fﬂ¥)’3 @JﬁF%ﬂ?B&T 2t AR o

pay sth off 1'%%-3& (ﬁ%)

At this rate, we should be able to pay off the mortgage within ten years.
B ANEEE, RAIROZAE 1 04E N ELREIL 1 b5 Y
* mortgage [ marglds ]n. ?E.Eﬂ’f%ﬁ (Al t RRE )



