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I would 
like to 
discuss our 
company’s 
objectives.

Later, I will 
address the 
room.u

q

w

Could you 
please clarify 
that last point?

i

q	我想討論我們公司的目標。	 w	稍後我會對大家說明。	
	 	 u the room 在此是指房間裡的人

e	我們一週後再重新召開會議。	r	我們何不結束會議好了？

Part 1
開會現場圖解TRACK 01
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Let’s 
reconvene 
in one 
week.

What is on 
the agenda 
today?

Tony is absent 
today.

Should we 
postpone to 
another day?

Why don’t 
we wrap 
up the 
meeting?

e
r

t

u

t	我們是不是應該延到改天？	 y	東尼今天不在。

u	今天的議程是什麼？	 i	你可以把最後一點說清	
	 	 楚嗎？
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 會議開始前

	 1.	get together [g5t] [t4`g5\0] v.

開會；聚會

= gather together
l	The entire staff will get together at noon for a 

lunch meeting.
全體員工都會在中午集合參加午餐會議。

衍   get-together  n.  非正式的聚會

	 2.	chairperson [`t]5r%p-sx] n.

（會議、委員會的）主席、會長

= chairman、chairwoman、chair
l	The chairperson is getting prepared to lead 

the meeting.
主席準備開始主持會議。

Part 2
開會必備單字TRACK 02

chairperson

chair
v.   主持 ( 會議 )   n.   主席

moderator 
n.  會議主席

moderate  
v.  主持 ( 會議 )
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	 3.	absent [`1bs4nt] adj.  缺席的；不在的

l	She has been absent from work for the past 
week and a half.
她已經有一週半沒來上班了。

反   present  adj.  出席的；在場的

衍   absence  n.  缺席（leave of absence 休假）

	 4.	show up []o] [9p] v.  出席；出現

= attend  出席

		  = arrive、appear  出現

l	Everyone is expected to show up for the 
meeting on time.
每個人都應該準時出席會議。

	 5.	objective [4b`d.5kt6v] n.  目標；宗旨

= goal、target、purpose、aim
l	The main objective of the meeting is to talk 

about how we can increase profits.
這個會議的主要目標是討論如何增加利潤。

衍   objective  adj.  客觀的

搭
配
詞

achieve + an objective 達成目標

agree on + an objective 同意目標

set + an objective 設定目標

identify + an objective 確定目標
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	 8.	start off [st3rt] [7f] v.  從……開始

l	Let’s start off the meeting by reviewing the 
items on the agenda.
我們就從審視議程上的事項開始進行會議吧。

l	To start off on the right foot, Marilyn arrived at  
work early on her first day.
為了要有好的開始，瑪莉蓮第一天上班便很早到。

overhead projector   
投影機

teleconferencing 
equipment   

視訊設備

pointer
簡報筆

microphone
麥克風

whiteboard
白板

whiteboard pen
白板筆

start off on the right foot（從對的腳開始）引 
申指某人事物「有好的開始」，尤指有好的人際 
關係。
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	 9.	agenda [4`d.5nd4] n.  議程；議題

l	We’ve added a few items to the agenda.
我們已經在議程上增加了幾個項目。

	10.	brainstorm [`bren%st7rm] v., n.  

腦力激盪；集體討論

l	We need to have a meeting so that we can 
brainstorm some ideas.
我們需要開會來腦力激盪一些新點子。

add sth to the agenda  在議程上增加……

brainstorm

brainstorming 
n.  腦力激盪

ponder  
v.  衡量；思索

consider  
v.  考慮

plan  
v.  計畫

discuss  
v.  討論

resolve  
v.  解決

evaluate  
v.  評估

group  
v.  歸納

come to mind  
v. phr.  想到

bring to the table  
v. phr.  提供（意見）

put heads together  
v. phr.  集思廣益
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	11.	debate [d6`bet] n., v.  討論；辯論

l	The subject of employee raises created a 
heated debate among some managers.
員工加薪的主題在一些經理人之間引發激烈的討論。

搭
配
詞

heated + debate

激烈的辯論fierce + debate

intense + debate

12.	address [4`dr5s] v.  

向……說話；向……發表演說

l	The salesman addressed his comments to his 
supervisor.
這名業務員向他的主管陳述意見。

l	She addressed the meeting participants.
她向參與會議者發表談話。

address sth to sb  跟某人談……

address sb  向……發表談話


