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Business Communication unit 8

Instruction: Complete 1-10in this extract from a meeting by choosing the correct word (a-d).
Options
1. atalk b discuss ¢ decide d meet

2. aopportunities bopinions coptions d proposals

W

aconsider bdecide cagree dlook

4. awould bshould ¢ might dhave

5. asee bview cregard dthink

6. aensure bexpect chope dassume

7. apropose bprovide coffer dintend

8. aUntil bUnless clf dWhile

9. aAsaresult bBecause cDue dlInstead

10. asummary breview crecap doutline

Meeting

Emma: What we need to 1 today is the agenda for the annual staff conference. Let’s
start by looking at what our main

2 are.

David: | think we should 3 whether we want to hold it locally or abroad.

Emma: We do have several venues on our list, but we'd
4 need to reduce costs if we chose an overseas location.

Sophie: That’s true. Mark, how does Finance
5 this?

Mark: Well, we could support it, but only if we
6 that the budget is clearly defined.

Emma: So you're suggesting we limit spending.

Mark: Exactly. We could 7
package.

including optional activities rather than an all-inclusive
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Sophie: That sounds reasonable.
8 we do that, we can still offer staff some flexibility.

Emma: OK, let's say we choose the local option for now.
g9 of that, we’'ll look at external speakers next.

David: Fine. Let’s do a quick
10 of what we've agreed so far.
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