	
	Offers and orders
	Unit 8



[image: image3.png]Klett



Preparing & taking part in meetings
	Meetings are an essential part of the business world.

They are called for many reasons – to make plans,

discuss problems and issues, come up with new 

ideas, hire and fire staff, make business deals, or to

present research and results.

When arranging a meeting, it is important that people

know when and where it will take place. Memos and

e-mails are typical ways of arranging meetings.  
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Preparing a meeting
1. Use the following details to produce a memo, telling the relevant TANKKEN employees about the meeting.
[image: image4.jpg]g
7
’
7

Online Link .~





[image: image2]
Taking part in a meeting

It is vital that you take an active part in any meeting that you are invited to. No matter if you are trying to give your opinion, asking and answering questions, or agreeing and disagreeing with others – it is important to be clear and polite.

Useful Phrases
	Beginning the meeting
	Asking questions

	I have called today’s meeting to discuss.....
	What do you think about this?

	This meeting has been called to discuss....
	What are your thoughts on this matter?

	The agenda for today’s meeting is.....
	Mr ..., can I ask you your opinion on this?

	
	Ms ..., do you have anything to add?

	Giving your opinion
	I’m sorry, but what exactly do you mean?

	In my opinion..... 
	Could you repeat that, please?

	I think that.....
	

	If you ask me....
	Commenting on other people’s opinions

	
	Yes, good point.

	Agreeing with somebody
	I hadn’t thought of it that way before.

	Yes, I agree.
	

	That is exactly what I think.
	Interrupting

	I feel the same way.
	If I could just say something, please.

	I agree with what Ms ... says.
	Sorry for interrupting, but.....

	I have the same opinion as Mr …
	

	I support Mr … ‘s idea.
Disagreeing with somebody
	Making suggestions

	I am not sure that I agree with that.
	Why don’t we..../we could try and....

	I’m afraid I have a different opinion on this.
	I suggest that we......

	Other useful phrases
	Closing the meeting

	So, are we all in agreement?
	Thank you all for coming.

	Let’s go over the main points again.
	I think we have covered a lot of ground today.

	I think we will have to leave that issue for another time.
	Does anybody have any questions before we finish?

	Do you understand what I mean?
	I suggest we schedule another meeting for (date)

	
	I’m afraid we have run out of time.


1.  Work with two colleagues. You have the following problem: The Head of Retail at John Morris has complained that delivery times are too long. A meeting has been called to find a solution to this problem. Once you are finished, swap roles. 
There are two alternatives:

Alternative 1:
Relocate the main storage warehouse from Cologne to an industrial park in Nottingham.

Alternative 2:
Invest in more lorries and drivers – increasing the frequency of deliveries from Cologne to Nottingham.
	Elizabeth
	Andrew
	Peter




Meeting


Date: 	____________________  


Time:	____________________


Venue:	____________________


Subject: ___________________


Please attend: ______________








Relocation of storage �warehouse





14:30 – 15:30





Logistics �department 





Thursday, 23 May





Room 2B





Open the meeting





Ask for an opinion





Introduce the subject and outline the alternatives





Close the meeting





Make a final decision





Ask Elizabeth what she thinks





Disagree with Peter’s �suggestion 





Disagree with Andrew’s �suggestion





Make an alternative�suggestion





Ask Andrew what he thinks





Ask Peter for an opinion





Give your opinion





Make a suggestion
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