Business communication skills

Meetings | Updating and delegating tasks

1 07> Jamie Ortega oversees several volunteer projects in the Chicago area. He is
calling Samira Khan to ask about the progress of the community centre project she
iz working on. Listen to their conversation and makes notes on Jamie's notepad

vy {community ceatre) 2 070 Listen again and complete thase phrases
. 1 How over there?
Anadlline can they moet it 2 Well, za far
R 3 Everything's .
4 5H5o what's thes decors =7
B We're the ceiling ...
B8 And where - the lighting?
YPOT. 7 We've
8 So. —_— . the painting's nearly done, ...
scvioTy B Soit's all going accor =

2 Put the phrases from 2 into these categories.
a Asking for an update
b Giving an
€ Summari

sclanter;

)

4 Work with a partner. Look al this schedule for an office move. Ask and answer
quastions about the project using phrases from 2

Example: A What's happening with the headed srationery?

B Wewe o et i
Task Deadline Date fAinished
Chrdder headed stationery LG 0B 08
Order new furniture 10505 1008
e e Send new nddress cards to clisnts 11706 To da
i s Issue staff with new badges 11505 10408
T P r Dates Pack up paperwork 165506 CTEOINg

Dates are written differently in the
US and tha LK. In British English = -
tha day comaes bafore the rn:)ﬁnl'h n 5§ OBE Listen to this meeting betweesn Samira, Jamie, and team members, Josie and
American English the manth comes Ririen. Who ayroos to
bafore the day. 1 meet the carpet suppliers?

the tenth of May = 10/05 (British 2 buythe pa 4
Englishl; 500 (American En v
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