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BUSINESS MEETING

By the end of this unit, you will be able to:

® know about the phonetic knowledge and the listening skill;

e build up vocabulary about business meetings, and use the key words and expressions in a context properly;
e know the basic aspects of meeting management;

e know how to arrange a business meeting;

e know how to book a conference room;

e know about western business banquet etiquette;

e know about the importance of politeness and communication skills in dealing with cultural differences.






Part ) ™
Listening and Reading

Part |
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0 Listen and read along.

EE —boat, soap, load, toast
—broad, abroad, broadway

[ —look, good, book, cook
—food, mood, moon, choose

—flood, blood

—visitor, director, doctor, error
—worse, work, word, worm
—story, fork, horse, pork

M —loud, round, count, couch
—touch, trouble, couple, country
—soup, group, route, wound
—famous, jealous, nervous, dangerous
—brought, thought, naughty, bought
—soul, mould, shoulder, though

—row, low, know, own

—town, power, now, crowd

M —boy, toy, joy, soy

(@ Listen to the sentences and underline the monograms mentioned above.

1. The director chooses to cook food on his own.

2. The couple in the crowd bought a book about making soap.
3. The boy brought some soup to the wounded soldiers.
4. The story about the toy is known around the world.

5. He is a brave soul who shouldered the dangerous work.

Unit1-3



Listening for Serial Numbers

Serial numbers include room numbers, floor numbers, house numbers, and so on. Reading
of serial numbers follows some principles. Now, we take the reading of house numbers as

an example.

I. If it is a two-digit number, the pronunciation of ordinary numerals is usually adopted.

e.g. 56 Harley Street pronounced: fifty-six Harley Street

Il. If it is a three-digit number, the first number and the following two characters are
pronounced as ordinary numbers.

e.g. 345 Harley Street pronounced: three forty-five Harley Street

If the last two digits are 00, then hundreds are used.

e.g. 200 Harley Street pronounced: two hundred Harley Street

II. If it is a four-digit number, it is usually divided into two two-digit numbers to read.

e.g. 3152 Harley Street pronounced: thirty-one fifty-two Harley Street

If there is a number 0, it is usually pronounced as the letter O.

e.g. 3709 Harley Street pronounced: thirty-seven O nine Harley Street

If two of the digits are 0, the first one is still read as the two-digit combination of the
previous group.

e.g. 3008 Harley Street pronounced: thirty O eight Harley Street

If the last two numbers are 00, they are usually read as hundreds.

e.g. 2200 Harley Street pronounced: twenty-two hundred Harley Street
3000 Harley Street pronounced: thirty hundred Harley Street

4-Unit 1



Part () ™
Listening and Speaking

Part Il
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() Warming Up

Look at the pictures and work in pairs to discuss the following questions.
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1. What are they doing in Picture A? What kind of meeting is it? How do you know?

2. What can you see in Picture B? What are they doing? Why are they sitting around the table?

(©) Vocabulary and Sentence

0 Listen to the following phrases and write down the Chinese meanings.

. conference room

. venue hire

. audio-visual equipment

. style of conference

. minute

. annual convention

. regular conference

1
2
3
4
5. conference agenda
6
7
8
9

. formal meeting

10. informal meeting

11. telephone conference

12. committee of experts

13. attendee

14. invited speakers

15. Q&A session

Unit 1-5



@ Listen and complete the sentences with the right words.

1. ’msorry to (reform, inform) you of the cancellation of the conference.
2. What (eyes, size) of conference room do you have in mind ?

cart !l 3. What facilities do you (offer, suffer) with the room?

'(c/; E 4. May | know the time and (late, date), please?

g § 5. What are those (attendees, employees)?

>5 5 6. Why don’t we return to the main (course, focus) of the meeting?

= % 7. What is the (charge, change) of the conference room?

8_ 8. How would you like to make (treatment, payment)?

9. I’m afraid we have no (suitable, comfortable) conference rooms available.
10. Which (seating, meeting) style would you prefer?

@ Listen to the dialogues and choose the sentences you hear.

1. — ?

— For about 50 people.
A. What size of conference room do you have in mind?
B. What size of conference room do you like?

2. — ?

— One Sunday in November.
A. May | know the time or the date, please?
B. May | know the time and date, please?

3. — ?

— They are foreign exhibitors.
A. Who are those attendees?
B. Who are these attendees?

4. — ?

— The room is equipped with cable microphones, overhead projectors and screen.
A. What facilities do you offer with the room?
B. What facilities can you provide with the room?

5 — ?

— I’d like to pay by credit card.
A. How would you love to make payment?
B. How would you like to make payment?

6.— Do you have a conference room for 200 persons?

A. I’m afraid we don’t have a suitable conference rooms available.

B. I’m afraid we have no suitable conference rooms available.

6-Unit 1



7. — ?

— Yes, let’s focus on the main issues.

A. Why don’t we return to the main focus of the meeting?

B. Why don’t you return to the main focus of the meeting? Part Il
8. —

— You did say cancellation, didn’t you?

S
-

A. I’m sorry to tell you the cancellation of the conference.

B. I’m sorry to inform you of the cancellation of the conference.
9. — ?

— Itis $1,980 per day.

A. What is the charge of the meeting room?

bunjead
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B. What is the charge of the conference room?
10. — ?

— Cocktail reception style, please.

A. Which seating style would you prefer?
B. Which seating style would you like?

Process Viewing

Video Episode 1

The boss is asking Eric to arrange a business meeting.

0 Watch the video episode and decide whether the following statements are true (T) or
false (F).
1. The conference will be held next week.
2. There is no need to arrange the lunch menu.

3. Eric has to take a detailed minute of the conference.

@ Watch the video episode again and choose the sentences you hear.

1. A. You can get the clients’ contract info from my Rolodex.
B. You can get the clients’ contact info from my Rolodex.
2. A. I will inform you if necessary.

B. I will confirm you if necessary.

Words and EXPressions -~~~ -~ -- oo oo oo oo >
arrange vt. client n. B

minute n. 2P0k Rolodex oA

confirm vt WESZ; A

Unit 1-7



Video Episode 2

Eric is calling the hotel to make a reservation of a conference room.

Part I
wnr ) Watch the video episode and choose the missing words according to what you hear.
-Ee % 1. What __ (size, sign) of conference room do you have in mind?
= 2. 2. What facilities do you (prefer, offer) with the room?
3a
% @ Watch the video episode again and choose the correct answers.
Q 1. The conference will last for
A. 0.5 hour B. 1 hour C. 1.5 hours D. 2 hours
2. The conference will be held on
A. March 5th B. March 15th C. March 18th D. March 25th
3. Eric’s telephone number is
A. 60332689 B. 60322679 C. 60332679 D. 60322689
Words and EXpressions -~ - -« --- o omm e >
Grand Hyatt P s reserve vt. W]
cocktail party XY 4> facility n. W WK
cable microphone HLIETE LCD projector WAL

Video Episode 3

Eric is coming to the hotel and communicating with Anna, the clerk of

the conference service center.

0 Watch the video episode and choose the possible sentences which have the same
meanings as the sentences you hear.
1. Do you have internet access in the meeting room?
A. Do you have internet service in the meeting room?
B. Do you have internet security in the meeting room?
_2.lthink that’s everything.
A. | think I have nothing more to ask.

B. | think everything is ready.

@ Watch the video episode again and answer the following questions.
1. What things has Anna put on the table?
2. What can the business center be used ?

3. How does Eric pay?

8-Unit 1



