A. Vocabulary: Write sentences related to meetings.

To say hello and introduction

To welcome participants to a meeting

Saying who can't attend the meeting

Starting what the meeting’s about

Saying that it's time to close a meeting

Confirming what the meeting has decided

Thanking everyone for coming

Making a suggestion — Responding to a suggestion

Saying you didn't hear

Keeping to the right subject

Changing the subject
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B. Reading: Managing meetings. Meetings are essential for team working and getting
things done. But done badly, they can feel like a waste of time and energy. Read on
for six tips for successful meetings. Read the article below and complete the task.

Managing meetings
We've all been in badly managed meetings: meetings that seem to go round in circles without

any decisions being made; meetings that are dominated by the same few voices; meetings
where people talk and talk with no clear purpose; meetings that seem to go on forever ...

A European survey found that the typical staff member spends 187 hours a year in meetings.
The report suggested that 56 per cent of those meetings were considered unproductive. In a
survey of office workers across the UK, it was found that each employee cost their company
an average of £38.50 for every meeting they attended.

So how can we have more efficient, effective and even inspiring meetings? Here are six tips.

1. Set a clear agenda.

An agenda is a list of points to be dealt with at the meeting, in the order in which they will be
discussed. If you have a long list of bullet points, consider prioritising the items and breaking
each topic down into its key issues.

Indicate on your agenda how much time you'll be spending on each topic, who will be
presenting or leading it and whether a decision or some kind of solution will be needed. Also,
remember to send out the agenda a few days before the meeting so that participants have
time to prepare.

2. Review the attendee list.
When we are busy, the last thing we need is an invitation to a meeting we don't really need to
attend. So, consider carefully who needs to be there. Invite someone to a meeting if:

= the points on the agenda are relevant and the decisions will affect them

« they have expertise to contribute

« they have the authority to make the decisions required.

3. Keep the meeting focused on the agenda.

Follow the agenda and politely redirect participants back to it if you find that they have gone
off-topic. Introduce the idea of ‘parking’ ideas and discussions that are not strictly relevant or
urgent. This gives you the chance to acknowledge ideas and issues that might be important to
the participants but which are not a priority right now. You can then follow up by including
‘parked’ ideas in the meeting minutes and exploring them at a different time.

4. Encourage participation and be sensitive.

The most vocal participants might not be the ones with the best ideas. Give everyone a
chance to speak and encourage participation from quieter colleagues. However, avoid putting
anyone on the spot. Also, be sensitive to underlying issues and emotions and help the group
deal with conflict in a productive way.
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5. Clarify, check and record.

Don't assume that everyone understands each other, especially when the meeting language
isn't everyone’s first language. Ask for clarification, summarise each time a point is made,
check that the participants agree and ensure that decisions are made. Ask someone to take
notes of what is being discussed and ensure that action points - tasks to be done and who will
do them - are recorded in the minutes.

6. End the meeting on time.

Meetings that don’t end on time can leave participants feeling tired, frustrated and stressed.
So, assure your participants that the meeting will end on time and set the timer on your phone
to ring about five to ten minutes before the end. Use the last five to ten minutes to summarise
and bring the meeting to a close.

1, Which of these are examples of badly managed meetings?
A. Meetings that don't finish when they are supposed to
B. Meetings where only the loudest people get to give their opinions
C. Meetings where no decisions are needed
D. Meetings where discussions go off-topic.

2, Which of these are true?

A. The average European office worker spends nearly 200 of their annual
working hours in meetings.
According to the survey report, the majority of meetings were productive.
A meeting with ten participants would cost a UK company about £385.
Unproductive meetings are a waste of time and money.

oOw

Which of these should you do when creating an agenda for a meeting?
A. Consider which of the items are more important.

B. Create subheadings or a list of smaller points for each topic.

C. Show which items need to be resolved during the meeting.

D. Send the prepared agenda to the participants an hour before the meeting.

ho should be invited to the meeting?
People who will be affected by the decisions made in the meeting
People who can follow the conversation via email or the minutes
People who have the knowledge to deal with the issues on the agenda
People who have the power to make the required decisions

CoOw> =

hat should you do when someone goes off-topic?
. Tell them they've gone off-topic and they should be quiet

w
A
B. Suggest they ‘park’ their thoughts in the ‘parking lot’
C. Record their thoughts or ideas in the minutes

D

. Follow up on their thoughts or ideas at a different time

6, What should you do during a meeting?
A. Insist that everyone speaks
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B. Remember that some people might be unhappy about certain discussions
C. Clarify and summarise each point
D. End the meeting on time

o Listening: Listen to the presentation about a new product design and complete two
tasks below. You can listen 3 limes.

Task 1: Are the sentences true or false?

Answer
1. They have redesigned an old product. True False
2. The product is aimed at men and women aged 18-40. True False
3. The new design means you don't need two hands to use it. True False
4. There's only one size now. Another one will follow in a few months. True False
5. They will make a Gantt chart for the project next month. True False
6. He finished the presentation with enough time to take some questions True False

Task 2: Write the useful phrases next to the tips..

I'd like toltalk you throggh the Firstly, ./ Next, _. Finally, I'm going to talk to
following (three) points. you about ...
As you can see ..., / You'll notice that ... I'd now like to tell you about ...
As you know, ... Do you have any guestions? In summary, ...

. Refer to the audience’'s KNnowledge ...........cciviiiiiiiiiii e e N

- Referto what images You are SHOWIMG: ..ccumeserresssmirsssn musesssugesnnsspaseammissasssssnnysss o vosessosapmess
. Tell them the structure of your presentation ... e b s se s aneseees
. Use signal words to help them follow YOuU ........ccoiiiiiiiii e
. Tell them when YOou're MOVING ON ..o ieeiee e e ee e e e e s e e e s s e s e e sreaesseeeseeesenasassnsnnns
. Show them when you're nearthe end .............cooii e e

. Tell them the main points ONe 1ast tIME ....eeevieiiicce e e

o N O AW N =

. OPEN UP e GISCUSSION 1viviieiiiiiirieieeiiinrrrerrissssssreesessssssssessssssssassssesasssnsseesemsnssessesossssssssesssns

D. Writing: Translate the following presentation into English.
Task 1: Translate these sentences into English.
1. Greetings

Cam on vi da lién hé vai téi / chang t6i / ABC.

Cam on vi da danh th&i gian qui bau cua éng/ ba hém trudc.
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Téi hy vong 6ng/ ba/ v.v. da cé mét tudn tuyét voi.
Cam on vi da phan hoi toi.

Opening sentences
Toi viét thu nay t&i dng lién quan dén ...

Téi lien hé véi anh/chi dé théng bao vé...
T6i dang viét dé thac méc vé ...
Lién quan dén..., t6i mudn...

Attachments
Vui léng xem cac tai liéu dinh kém sau.

Vui long tim ban sao clda bao cao kém theo.
T6i da dinh kém mét ban sao cla bao céo.
Hay xem bén dwdi mét sb: cau héi t6i danh cho ban. / thém théng tin. / nhirng goi ¥ cta téi.

Contact
Dé biét thém thong tin chi tiét, vui Iong lién hé voi t6i qua email hodc goi sé 0984 867 1xx.

Néu ban can bét ky sw gitp d& hay hé trg gi, hay dirsng ngan ngai ma lién lac véi toi nhé.
Néu ching t6i c6 thé gilp gi thém, vui long cho ching t6i biét.
Néu téi c6 thé giup gi dwoc cho ban, xin dirng ngai lién lac véi téi.

Conclusion
Mong s&m nhan dwoc phan hai tir anh/chi.

Cam on ban da xem xét van dé nay.

Chung t6i hy vong ban hai long véi su sap xép nay.

Cam on ban mét 1an niva vi sw giup d& clia ban trong van dé nay.
Téi mong ché nhivng lién hé kinh doanh trong twong lai vai ban.

Provide information
Céam on sy quan tdm cla ban.

Cam on ban da glri email/yéu cau cua ban.
Téi xin gtvi dén ban ...

Tui dang gvi dén ban ... (trong tép dinh kém)
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Vui ldng tim théng tin dwoc yéu cau dinh kem.

Chung t6i hi vong ban tim thdy diéu nay théa dang/ hai long.

Cam on vi da chon ...

Xin vui 1dong lién hé véi chung t6i néu ban can hd tro thém.

Néu chung t6i c¢é thé hé trer gi thém, vui 1dng cho chiing t6i biét.

Task 2: Write an email. You met Brian at an international trade fair. He emailed you to send
his some information about your product. Write an email back to him. The email should

include your name, position, and follow parts of an email (subject line, salutation, greeting,
opening, body, contact, conclusion, closing)
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