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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 Everything You Need to Know about English for
Meetings 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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Expressing Opinions in
Meetings
EeW EFRIEZEN

e

“RIEEN" LHA

SO X 1E You're in a meeting, and the manager asks
you to give your opinion. You get nervous,

FREELAERBRE freeze up and mumble a few words. If

FRIEIAT . 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 (iE3U)
1. My opinion is that...

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

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

My thoughts are that we may need to :

" lay off some staff members.

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

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

© BRUERNELR:

4. | look at it like this:...

| look at it like this: if we don't take
the opportunity now, we may not

have another chance.

1. fyou ask me,... /
It looks to me like...
If you ask me, it's a problem that will
do harm to our staff morale.

Here's what | think:...

Here is what | think: this is all a waste

of time.

3. Aslseeit,./
~ Here's how | look at it:...

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

Europe.

- © mRFER,

2. If you want to know what I think,... / © MRFBMERELEH,

o) 01-01

© BHEER -
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*morale [ ma'ral | n. £5
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O ASk'ﬂg for Oplmons %;szq;%:

Formal (IEzU) ‘ ) 01-01
1. What are your thoughts on...? - © B3t HHAEE?
What are your thoughts on the : BT RROEHRETLAEE?
merger?
2. Let me ask you something:...? - © iRmER—HE: ?
Let me ask you something: Do you :  itREHR—4E: RIAAERSF 2L
think we're ready for such an increase M EE TI?
in production? 5
3. I'm interested to hear... © HBEWT---
I'm interested to hear what you think : KRBT RN FHECEOBMHALE
about the new CEO. : o
4. Let's have your input on it. © LB ARMTIT R AR .
Tony, you've now read the report, so e, mELT MRS, BrRLENIsk
let's have your input on it. ; AT AT R 31X 2 ERIEIW o

*input [ ‘mput ] n. MAKIE (35HTE.
iR, BiE%)

Informal (3EEZT)

I

1. What do you think about...? © RikS-----t0fa?
What do you think about offering | ¥ FIE@ T EEEEEHAEN?
drop shipping? : *drop shipping  #liEEAEIL S
BRTERLEEYETER
2. How do you feel about...? O T HEE R

How do you feel about opening a RN TFEFEFS A BNEXAM?
branch office in Hong Kong? :

3. Can | pick your brains about...? © BATLIEH - HHARE E DIG?

Can | pick your brains about the : XF U EFF KR ILE AT AERIEE e
expansion proposition? ; =n?
g : *pick sb's brains  i1&; B
4. Tell us your thoughts on... O BRBATRARIS - BT I .

Tell us your thoughts on the disappointing HAXES ANRENHER T, RER
sales figures. S IR REOE AR
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Simon, Jason, and Jennifer
are having a meeting about a
project proposal’.

BAR. ARNERBEEHMER
REF &L

: 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.

: 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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Expressing Opinions in Meetings
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L(,9 Vocabulary € $ s8]

1. proposal [ pra'pozl | n. &%
submit / consider / accept / reject a

proposal
R/ HI/ #2 / ERERIN

2. look over...
&l We looked over the sedan again
before we decided to rent it.
(RMXFRRAITBETFFE—R
AREEME. )

3. input [ ‘mput ] n. R/ ERER
(5@ into /)

&: Your input into the project has
proven to be very helpful to us.
(RHAZNERRENBEAESIESE

MEIBERE )

4. major [ ‘medz> ] a. EEK
minor [ ‘mama. | a. XEH, FEEMN

5. funding [ Yandm ] n. & (AT
funds [ fandz] n. &€& (EHEEH)
@: We are trying to raise funds for

a new laboratory.
(RMNEAEXESHEIHFHIE
iﬁ )

6. campaign [ kem'pen ] n. &3 (K18

EENFTEED)

launch an ad campaign

ERTEELED

&: We launched an ad campaign
to promote our new product.
(RMNEZE EEEBIUEHE

UNGIL:OF [Tl P

7. guarantee [ ,geron'ti ] vt. {RiE

8. return [ m'tan ] n. W3R
a high rate of return on capital

BRANEERE

9. competition [ kampo'tifon ] n. 35

XF (AXELE); ZF

10. convinced [ ken'vinst | a. RIEH
&l: I'm convinced that Kevin is innocent.
= I'm convinced of Kevin's innocence.
(BRBIXREEN. )

b

i




@ SARERE )

BRI ERENTTRRBIHE.

ey 5% s loaprce!

HMNBASBEEMATRERT -

budget [ ‘badzit | n. FiE
within / over budget M@ / B3 &

The project was completed on time and
within budget.

approve [ a'pruv]
ERMFR, ® “H&" .

The committee unanimously approved

the plan.

FERe—HKiHtEZITRI.

* unanimously [ ju'nznomaslz | adv.
EE—Eih

@ EERERE )

take on sth / sb 7 J?cili (rﬁjﬁr)

a tight budget
R EBITE

We decorated the house on a tight
budget.
B ENRERETEFo

I A S Y T A e

approve of
ERERMFRE, * “BR", ZBEAS5
frid of /A, FREERIE.

Do you approve of my idea?
REBRHEEG?

I'm already very busy at the moment, so | can't take on any extra work.
RBRELRITT, MURTEBEREEMREMSMNOTIIE.
We're not taking on any new client at present.

v -

take 7onr sth 7 iiﬂ (E&I\i-ﬁﬁ)

The chameleon can take on the colors of its background.

TEESENESNHEE.
* chameleon [ ka'miljon ] n. TR

R vy




© bite off more than one can chew RXWFE, AFRES g%
bite & “B" ; chew & "M’ . KMMEPHLNEBR "RFILAMEEHE
MEAEX", 5|8A "BRTWALE, BFAEN" HER.

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

WATELXA R )

4
o

© ELYW EEERZE "NTI BAPENERELE? " B, RATLUSRER:
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?

© Ex7 “EHIFEE" |, ATLlR: step outside your comfort zone g push /
test / stretch yourself to the limit.
Stepping outside our comfort zone and trying new things can be a great
experience.
EHFEMFEFZIFTOEY, BRRENEK.

© Ex7 "#i---mE" . ALli%: as far as...is concerned. in terms of....
as 1or....
Jane's doing fine as far as English is concerned. It's her math I'm worried
about.
BENMEHRABIEARE. EELLREBOHRMAOEE.

© EXRTFT "BINAR—ISNHAZSWE" B, RALLIEEDR:
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.
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Simon, Jason and Jennifer move
on to' the next topic for discussion:
which country in Europe should the

campaign be launched in. :

. ARMBRESEZTHENT
—AEE: NREZERNE—E SR

- -
.

! rEEfEED.

S A T N S e T

I A S R T TS R AR S

S: So, our research shows that Europe  B®R: P4, RITHHARETEHMR
is the best place to launch the SR EEREENN S,
campaign. However, we still need to Rifi, BRIEEEEREBY
decide the exact? location. Well? oM. ARATTE AR ?
: How do you both feel about Germany?  A#%: HRINBULRESBEEHE?
It looks like an untapped® market. MILBERGRAFAENT
Fo
r J2: If you ask me, | think we'd be better EiE3: WMEREFOBEHENL, RE
é ‘ off starting the campaign in a country RIMNEXALABTTEEFTRR
where we already have a strong HEFEHERER&F
sales history. My opinion is that we HAUBTF. RUBEZER
: " At 1.
tshheotjjllg fisrtsr;'enthen our position in 1RZ3% 5, Bl & 2 Bl £ % E
RO
S: Here's what | think: Germany certainly #AR: WUTRENEFX: BEFE
ﬂ looks attractive, but perhaps we EURMMEANE| A, BEH
would see a more rapid® return by PG EEIRBEENT S
expanding an existing® market, such I BELE A T BRI S o
as the UK.
r J2: Right. As | see it, if opening an office BEiR3H: &HE. RikA, NREXE
%; ’ in the UK pays off as much as the - Fig HhELBE MBI TR,
projections’ suggest, then we would BLRTNHEUMERREES
be in a much better financial position® FIFAT N EE T 5o

to move into the German market.




) Expressing Opinions in Meetings

&2 Vocabulary SCHRIESIE

1.move on to...  #LEFH.-
: Let's move on to our next item

on the agenda.
(MLt E LN T —IR
o )

project [ pra'dzekt ] ve. Hiil
& The company failed to achieve

last year's sales projections by
thirty percent.

(ZAFREED EEHHBHHE

B47, ZIEA30%. ) 1

2.exact [ 1g'zekt | a. HEHE The unemployment rate has |

to be exact o been projected to fall. 1

Wil (HoEREE ) ; (EFME LTS TR, ) “

@ Tom is in his twenties — 22, to e
be exact. . 8.position [ po'afon ] n. 335

(HB=+JL%. HRbiEI22 &l: What would you do in my position?

%) . (RIEERMIIFREAD? )

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

tell you what to do.

(BHMEREEILGEFEEA
o )

3.untapped [ an'tept | a. FRFRE
tap [tep] Vi FIA, AL (BEBAHA
B HR%)

4.strengthen [ strenfon ] vt. & vi. JiN5&
il These exercises are designed to
strengthen your back muscles.
(33X 535 71 it sk 3R AR A9 FBAL
Ho )
The manager's position has
strengthened over the past two
years. '
(BB ETERERTHAR
H58. )

Z 5.rapid [ ‘reepid ] a. BRiEK

@ The flu is spreading around the
kindergarten at a rapid rate.
(AR IEREAAETZ)LE &S )

6.cxisling [1g'zstin] a. MEM

7.projection [ pro'dzekfon | 7. ;KT




@ BRRAERE

look. sound. smell. taste. feel EEEZNE, FEANZERABELETRENE, BEE
£, ZBREDRZEAEEN like, BEIZEIAE like HREIE.

look  EEX look like — EERMK
Germany certainly looks attractive, but ...and it looks like an untapped
i - perhaps we would... market.
] BERERAMHABS| N, @ RRRGRAF I
7 expand [ 1k'spend] vt. & vi. #75K (%) expansion [Ik‘speenjsn] n. ?ﬂiﬁ
g expand into...  (3F) FKE--
| 1 We expanded our business by setting  Despite the recession, the company is
‘ f; § up two branch offices in Japan. confident of further expansion.
& RIVEAARIBRA AT XFUH  REZSFARS, RATERBRERLH

o _ —ﬂ??l” '5‘&!1!9“;0

I 6 =mwe

B pay off  MIn; B

" ,.iﬁsé‘_‘h,'

All my hard work paid off in the end, and | finally passed the exam.
: ?ﬁﬂ‘]-ﬂ]ﬁﬁﬂ]ﬁﬁﬁﬁﬂ? ‘&E‘*lﬁﬁ?ﬂﬂ&%ﬁto

T

i pay y sth off %Eﬁ%

At this rate, we should be able to pay off the mortgage within ten years.
BREXMNEE, BRINEZE10EARERETRR. ‘*‘
*mortgage[ margxd;z,] n. ﬁﬂf&% ( KiFgd t REF) !
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