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Section One: Meeting English

CHAPTER

At a Meeting
HER%




FARBEIRFEER

Keeping a Meeting Focused

* Part A t A IEH
[ pLay 78]

tIAERE
WS HEEEmA

* We have a lot to discuss this

morning. Let’s jump right into it. * Paul Wilson will present the new

CESR SRS EFRENS - 5 sales figures. Paul, the floor is

FEAE o yours.

i 2 : R - | WA AT A MR - (R

* We'll open by discussing office B HEEIAART o

policy.

BMEAER R AE




HEREERSRE

* I'm sorry, but that's not on the agenda today.
FHEBE » EFRATESKAEER -

* Sorry to interrupt, but shouldn’'t we get back on topic?
BERITR—T » TARMRSEEZIEELETE?

+ |'d like to hear your input, but we need to discuss the
issue at hand.
WRWEWERARE - BEMLANSTRIEERS -

* | understand where you are coming from, but we can

discuss that later.
BTRIFNER » BRAETLIHETS -

7 Bupsew oy mls

SRARIEAS

* Let me quickly go over today's main points.
MEGRIENR S R I REER, -

+ The situation is very complicated. To make a long story
short, we'll have to change venues for the promotion.
RN - MEZHERMOAREHUEHERNRMT -

* We've agreed (not) to move our factory to Indonesia.
BHAE (F) ETEESIEE -
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tIAIERR

M=

M:

T&J:

Mark T=Ted J=lJane

Ted, Jane. Good morning. Thank you for
being so prompt'.

Morning.

: Since we're all here, let's jump right into

it, then. We'll open by going over any
final issues with our new hand-held”
gaming system, M55, and then discuss
how we'll present it to the public. Jane?

: We've worked out the Internet

connection bug®. Now we just have to
finalize the design. That's you, Ted. The
floor is yours.

Thanks, Jane. | have two possibilities
for the final design. (shows pictures on
PowerPoint)

: Qur company’s president has given
input’ on the designs and has approved :

them both.

| like the one on the left but not the one
on the right. It looks too busy.

HESESER-F

Keeping a Meeting Focused
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J T: Right. The president has made a lot of

J: Got it. Ted, | believe you wanted BRTMT - 8 - RWRMETE
to discuss the final details for the T TFREOMER AR AN -
PowerPoint presentation next.

g
b
3

2 - BRVERSER - MBH
BRLET R thAg AL -

o
\e}

demands, and | have some things to say

about them. : 2
M: I'd like to hear your input, but let's go REVREIRNNE  BEME §
over the presentation schedule first. { EIEIMEEE . a
T: OK.We'll unveil® the new console® DoRmm - BEMABRERENN 8
onstage’ after a brief introduction. D Brd EALBEBFOD
Then we'll give a brief PowerPoint P BER - CHRAMAAMMMN
presentation on all of its features. i PowerPoint ¥ ACRAAERTATAY
P B
Vocabulary

1. prompt [prampt] adj. #8569
The president of the company asked everyone to be prompt for the meeting.

2. hand-held [ haend.held] ad). % ERE) § F8:08)
My hand-held video camera is small enough to fit in my pocket.

3. bug [bag]n. (REEFEhAY) I8

The engineers worked all night to fix the software bug.
4. input [in.putl n. B8 ;| IFE

Paula got input from the CEO about her project.
5. unveil [anvel] v 1888 ; AARER

We will unveil our new product at the expo next month.
6. console [kan.sol] n. & ; (385) £

Billy got a new game console for his birthday.

7. onstage [‘on’sted;] adv. EM& L ; #8
The actor slipping onstage added unintentional humor to the play.
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Mark T=Ted J=lJane

So it looks like everything is set, right?

No, wait! You haven't heard about our
big reveal'! We're going to tell everyone
to feel under their chair, and they'll find
a free MS5 that’s been taped® to their
seat!

: Wow. Can we afford that?

: Yes! The president has agreed to give us

as many as we want. The only issue is
our unveiling has to coincide with® the
release of our company’s new computer
operating system.

: Since our presentation is in July, the

timing should be perfect.

> Yeah.The president is really happy for

the additional exposure’. He thinks it's
great advertising”.

: The buzz® surrounding the operating

system will likely help with sales of the
MS5, too.

REEBERER

Keeping a Meeting Focused
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Vocabulary [PLav AL gH ]
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: This all seems to be working out P OE—PNT ST R RER -

: Me, neither! To make a long story D WEML | BTE:  BENER

. reveal [rrvill n. 87 ; B&

perfectly. | hope we don't have any last- @ FERHERE A LRFS

minute snags’. . :
5 CHAPTER

o
Xe}

short?, this project has taken quite a toll @ MEH ERDHM -
on me. :

: Too many late nights? DB EARINHE ?

Bunsay oy

You can say that again! I think I'vekept { % | BB BEAEBEWLE
the café next door in business all by P PMARENEELRCEETE
myself with all the coffee I've had! ]

After the company's reveal of its new tablet computer, its stock prices went up.

tape [iep] v. (£ ; #iE
Jane taped the envelope and sent it out.

. coincide with 8- —g8 ; B —H

The fireworks display will coincide with the start of the new year.

. exposure [1k sposa] n. B (£)

In order to gain more exposure, the charity planned a huge event in the town.
advertising [ wdva.taizim] n. B

Henry wanted to work in advertising someday.

buzz [baz] n. B# ; #4#

The new game console is causing a lot of buzz,

snag [snxg] n. BETRIMMER

There is just one small snag—we don't have enough money.

to make a long story short £EE5215
To make a long story short, | can no longer be in charge of this project.
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2 pLay Al
f. work out |EFET
‘. work out FEEIERE TEFMT, WEE  RtREALES TH8s

8 OES), - TEHL W, F -

* Though several unexpected guests arrived, the dinner party worked
i out because many brought food with them.
BRETRUBNDE - REERIETET ARFEABTRYDE -

2. The floor is yours. BER341R -

LA AR RED  —REREFRY  RERENT—ERske
BB —MARE - A : You have the floor. -

* We have heard from Mr. Smith, thank you. Ms. Turner, the floor is
H yours,
BMEERT PEMENEE B - BTt - BEWZERT
T

3. take a toll on #------ &8k - B

HERFERTERD AR - @ERSN - 8N - hERK take
its toll » %38 on EENLRFHERE - BAHHR -

* Long work hours and too little sleep are taking a toll on the quality
i ofSteven's work.
REMITENREFERET LFFNHTHERN -

4. You can say that again! % |

EEATFERZERT "R REEE, HEE -

i Allt's so cold outside! SMEISH4E |
B: You can say that again! B9 -




O ZHREAME
|| RANEF AR EBERARE -

Opening meeting
mm&

BT

Introducing roles
c HEREAR

Discussing Encouraging people to speak
main points oV BRRE
HRIEWA

Defining ob]ect[ves _} Stating agenda
MBI & BaY t

Keeping meeting on track
TR R

Making decisions
R R

Proposing motions
RS ENER

Listing undiscussed topics .
for the next meeting Q ./ —’ Summarizing
5l HEE S TR B i AT i A B = 1EIRE 2

i Adjournlng

Planning next meeting
BET &




