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WELCOMING
THE PARTICIPANTS

So what are the best ways to welcome people at a meeting? Let’s take a broad
smile, eye contact and firm handshake for granted, shall we?

Introductory phrases

Good morning everybody and welcome.
Dobré rano vSem a vitejte.

Thanks for coming to... (our first international meeting.)
Diky, ze jste pfisli na... (nase prvni mezinarodni setkani/jednani.)

(more formal) On behalf of our company, | would like to welcome you.
Jménem nasi spole€nosti bych vas rad/a pfivital/a.

It is good to see you all here.
Rad/a vas tu vSechny vidim.

Introducing yourself

My name is... (Jill Look) and | am the... (CEO of Look Awesome.)
Jmenuji se... (Jill Look) a jsem... (§éfka Look Awesome.)

I am... (Tom) and | am responsible for... (customer support.)
Jmenuiji se... (Tom) a mam na starosti... (zakaznickou podporu.)

Offering something to eat or drink

Make yourself comfortable and help yourself to some coffee or tea.
Udélejte si pohodli a nabidnéte si kavu nebo ¢aj.

Expressing gratitude for the fact that people agreed
to come quickly

Thank you for coming/agreeing to meet at/on such short notice. (UK: at
such short notice, US: on such short notice)

Diky, Ze jste pfisli takhle narychlo.

| appreciate you coming at/on such short notice.

Jsem rad/a, ze jste prisli takhle narychlo.
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INTRODUCTIONS

Introductory phrases

How are you?
Jak se mas/mate?

Nice to meet you.
Rad/a vas poznavam.

Introducing yourself

May | introduce myself?
Mohu se pfedstavit?

[ am... (Bronislav Sobotka) and | am the... (lecturer of Seduo courses.)
Jmenuji se... (Bronislav Sobotka) a jsem... (lektor Seduo kurzU.)

Introducing two people to each other

Do you know each other?
Znate se?

Have you met? / Has everybody met... (John?)
Znate se? / Seznamili se uz vSichni s... (Johnem?)

Other useful phrases:

I'm not sure everybody has had the chance to meet... (Kathy.)
Nejsem si jisty, jestli uz méli vSichni moznost seznamit se s... (Kathy).
May | introduce you to... (Mrs. Brown?)

Mohu vam predstavit... (pani Brownovou?)

(Chris)... is here to... (introduce the new metrics we want to start

measuring.)

(Chris)... je zde, aby... (pfedstavil nové metriky, které chceme zacit
meéfit.)

| would like to take this opportunity to welcome and introduce our new
colleague.

Rad/a bych vyuzil/a této pfilezitosti a pfivital/a a pfedstavil/a naseho
nového kolegu
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EXCUSES

Excuses for being late or leaving sooner

| am sorry for the delay. We have been extremely busy with... (closing
the fiscal year.)

Omlouvam se za zpozdéni. Byli jsme nesmirné zaneprazdnéni... (s
uzaviranim fiskalniho roku.)

I'm afraid | will have to leave ten minutes early as... (I have another
meeting.)

Obavam se, Zze budu muset odejit o deset minut dfive, protoze... (mam
jinou schiizi.)

Unfortunately, | was really busy the past few weeks.
Bohuzel jsem byl/a posledni tydny zaneprazdnén/a.

If you need to excuse somebody else:

Sadly, Peter won't join us as... (he's out on a business trip this week.)
Peter se k nam bohuzel nepfipoji, protoze... (je tento tyden na sluzebni
cesté.)

I'd like to apologise on behalf of... (Mr. Brown.) ...He couldn't attend
today’s meeting as he had an urgent matter to handle. - FORMAL
Dovolte mi omluvit... (pana Browna.) ...NemUzZe se dnesni schiize
zucCastnit, protoze se musi vénovat jedné urgentni zalezitosti.

Excuses for starting late:

We need to wait for... (Tom), he is stuck at another meeting. -
INFORMAL
Musime pockat na... (Toma), je zasekany na jiné schiizi.

(John) ...just texted me and he will be here in five minutes.
(John) ...mi zrovna psal a bude tu do péti minut.

We will start in a couple of minutes so you have time to grab a cup of

coffee or water.
ZaCneme za par minut, takze mate Cas jit si udélat kavu nebo vzit vodu.
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OBJECTIVES

Objectives for the beginning of the meeting:

The purpose / aim / objective of today’s meeting is... (to brainstorm a bit
before we agree on what to do next.)

Cil dnesniho meetingu je... (chvili brainstormovat, nez se domluvime na
tom, co budeme délat dal.)

The reason | wanted to meet was to... (agree who will do what.)
Ddvod, pro¢ jsem se chtél/a potkat, je... (dohodnout se, kdo bude délat
na ¢em.)

Today we are going to talk about/discuss... (the quarterly results).
Dnes se budeme bavit o... (Ctvrtletnich vysledcich).

(less formal) What | would like to do today is... (to give you some
updates.)

Co bych chtél/a dnes délat, je... (dat vam néjaké informace o tom, jak
pokracujeme.)

Plan for the meeting:
The agenda is as follows: first, ...(we’ll go over the tasks from last week.
-Prré]inj.é')nésledujl'ci: prvné... (projdeme ukoly z minulého tydne. Poté...
| hope we will manage to... (go over all points outlined in my email.)

Doufam, ze stihneme... (projit vSechny body, které jsem nastinil/a v e-
mailu.)

Getting things done:

I'll try to keep it brief.
Budu se snazit, aby to bylo kratké.

Let's get down to business.
Pustme se do prace.
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PRESENTING

Starting presenting:

Here we go...
Jdeme na to...

(more formal) Can | start presenting?
MUZu zadit prezentovat?

Introduction

As you can see on the screen, our topic today is... (our progress on
quarterly goals.)

Jak mUzZete vidét na obrazovce, dnedni téma je... (jak jsme pokrodili s
Stvrtletnimi cili.)

My talk is particularly relevant to those of you who... (are dealing with
this type of customer requests.)

Moje prednaska je zvlasté dllezita pro ty z vas, ktefi... (Fe$i podobny typ
zakaznickych pozadavkd.)

Agenda

In my presentation, I'll focus on two main points.
V mé prezentaci se zameéfim na dva hlavni body.

It will take about 25 minutes to cover these issues.
Uvedeni to této problematiky zabere pfiblizné 25 minut.

Sharing handouts

I'll be happy to email the PowerPoint presentation to you.
Rad/a vam zaslu e-mailem tuto PowerPointovou prezentaci.

I'll be handing out copies of the slides at the end of my talk.
Na konci vam rozdam vytisténou prezentaci.

Does everybody have a handout of my report?
Ma kazdy podklady k mé zpraveé?
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EXPRESSING
OPINIONS

Giving your point of view

| guess... (it is not actionable at the moment.)
Domnivam se... (Ze s tim momentalné nemUdZeme nic délat.)

Personally, | think... (that it is a win-win situation.)
Osobné si myslim... (Ze ta situace je vyhodna pro obé strany.)

It seems to me that... (we need to raise prices.)
Zda se mi, ze... (musime zvednout ceny.)

As far as I'm concerned,... (we will have to spend more time on the
project.)

Pokud jde o mdj nazor... (budeme na tom projektu muset stravit vice
c¢asu.)

From my perspective,... (we need more clients.)
Z mého pohledu... (potfebujeme vice klientd.)

Supporting your point

Generally, it is thought that... (one has to start with market research.)
Obecné se ma za to, zZe... (je potfeba zadit s prizkumem trhu.)

It goes without saying that... (in this case, quality goes over quantity.)
Je samoziejmé, Ze... (v tomto pfipadé je kvalita nad kvantitu.)
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AGREEING

Brief agreeing

Absolutely.
Absolutné./Rozhodné.
Exactly/Definitely.
Pfesné tak.

That is for sure.

To jejisté.

| agree 100%.
Souhlasim na 100%.

That is exactly what | think/how | feel.
Myslim si to stejné.

That's so true.

To je uplna pravda.

| couldn’t agree more.
Naprosto souhlasim.

| think so, too.
Také si to myslim.

Giving others credit for the idea

You are right.
Mas pravdu.

You have a strong point there.
V tom mas pravdu.

OK, that’s convincing.
Dobre, to je pfesveédcCivé.

Giving a counterargument

| see what you mean, but...
Chapu, co (tim) myslis, ale

That's a good / important point, however...
To je dobra / dllezita poznamka, ackoliv...
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DISAGREEING

Brief and therefore slightly offensive disagreeing

That’s not right!
To tak neni!

| totally disagree!
Naprosto nesouhlasim.

| don’t agree.
Nesouhlasim.

That's out of the question
To nepfichazi v uvahu.

It's always more acceptable to soften the negativity of
the disagreement. You can for example start with
something like a “buffer”:

I'm afraid | disagree.
Obavam se, ze nesouhlasim.

I'm afraid that won't be possible under such circumstances.
Obavam se, Ze to za téchto okolnosti nebude mozné.

I'm not sure about that.

Nejsem si tim jisty/a.
Or better yet, show respect and understanding for the
other person’s point of view by saying something like:

That's one way of looking at it, however... (we should take the budget
into consideration.)

To je v8ak jeden zpUsob, jak se na to divat, ale... (méli bychom vzit do
uvahy i rozpocet.)

| understand what you'’re saying, but... (it's not on the agenda today.)
Rozumim tomu co fikas, ale... (toto dnes nemame na programu.)
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GIVING
REASONS

Simple explanations

She was late because... (of the traffic.)
Pfila pozdé kvdli... (dopravé.)

That's the reason why... (we need to have everything in writing.)
To je ten ddvod, pro€... (pro¢ musime mit vée pisemné.)

More formally

For this reason,... (we need a new agreement.)
Z tohoto dlvodu... (potfebujeme novou smlouvu.)

Since/As... (the fiscal year is almost ending, we need to invoice all
clients.)

Protoze, jelikoz... (uz témér kondi fiskalni rok, musime odeslat faktury
véem klientdm.)

Due to that situation, ... (we need to move the deadline.)
KvUli této situaci... (musime posunout datum dodani.)

More personal statements

In my opinion, ... (we are not aiming at the right audience.)
Dle mého nazoru... (necilime na spravné publikum.)

If you ask me,... (we should communicate it to the stakeholders as soon
as possible.)

Pokud chcete védét mUj nazor... (tak bychom to méli sdélit véem
zainteresovanym osobam co nejdfive.)

Reminding the reason

As you know... (we have arranged a conference call for later today.)
Jak vite... (dnes se jeSté potkame na konferenénim hovoru.)
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GIVING
SUGGESTIONS

Simple suggestion

How about... / What about... (trying this approach)? (+ ing)
A co... (zkusit tento pfistup)?

Offering help or reaching a compromise

| thought we might/could... (do this instead.) (+ infinitive)
Myslel/a jsem, Ze bychom mohli... (udélat misto toho toto.)

Maybe we should... (think about what to do next.) (+ infinitive)
Mozna bychom méli... (pfemyslet o tom, co udélame dal.)

Expressing your personal opinion

If you want my opinion,... (I would change the wording.)
Kdyz chce$ znat mj nazor... (zménil bych tu formulaci.)

I'm just thinking out loud here.
Pfemyslim nahlas.

| would recommend... (working closely with Amy on this.) (+ ing)
Doporucil/a bych... (na tom spolupracovat s Amy).

Typical making suggestion

Why don’t you... (prepare the presentation)? (+ infinitive)
Co kdybys... (pfipravil tu prezentaci)?
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RESPONDING TO
SUGGESTIONS

Simple responses to suggestions

Yes, that's a good idea.
Ano, to je dobry napad.

Yeah, you are right.
Ano, mas pravdu.

| would vouch for that idea.
Tenhle napad bych podpofil/a.

| would agree with this solution.
S timto feSeni bych souhlasil/a

Good point/idea.
Dobra pfipominka/napad.

Expressing your doubts
Hmm, interesting, but don’t you think that... (we should try a different
strategy?)
Hm, zajimavé, ale nemysli§/ si, Zze... (bychom méli zkusit jinou strategii?)

Actually, | don’t think that is a good approach.
Vlastné si nemyslim, ze je to dobry pfistup.
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INTERRUPTING

Nice and polite interrupting

Sorry to interrupt, but... (could you tell us more about the research?)
Omlouvam se za preruseni, ale... (mohli bychom se dozvédét vice o tom
vyzkumu?)

Sorry to cut you off, but... (I don’t think that’s relevant to the discussion.)
Omlouvam se, Zze vas prerusuji, ale... (nemyslim si, Ze je to pro nasi
diskusi relevantni.)

Adding a piece of knowledge

Before you go on / move on, I'd like to say something.

Predtim, nez budete pokracovat, rad/a bych néco fekl/a.

If I might add something... (I'd like to praise Jackie for her input.)

Pokud mohu néco dodat... (tak bych rada pochvalila Jackie za jeji vstup.)
| would like to point out that... (extraordinary customer service is our
mission.)

Rad/a bych vypichl/a, Ze... (mimofadny zakaznicky servis je nase
poslani.)

Can | add something here?
Mohu zde néco pfidat?

Stepping up for yourself and for others

Please let me finish what | have to say first.
Dovolte mi,abych nejprve dokondil/a to, co chci fict.

| think Deborah would like to add something.
Myslim, ze Deborah by rada néco dodala.

Typical phrases for polite requests

Could | ask you to... (check the data?)
Mohl/a bych té pozadal, abys... (zkontroloval ta data?)

Do you think you could... (move the meeting to Tuesday?)
Myslig, Ze bys mohl/a... (posunout tu schlizku na Utery?)
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CLARIFYING
ASKING FOR CLARIFICATION

Simple asking for clarification

I'm not sure | follow.
Nejsem si jisty/a, ze to chapu.

I'm not sure | understand.
Nejsem si jisty/a, jestli jsem dobfe rozumél/a.

Sorry, could you repeat that?
Promin, mize$ to zopakovat?

| would vouch for that idea.
Co jsi tim myslel?

Summing up

So you're saying that... (we should track the serial numbers?)
Takze vlastné fikas, ze... (boychom méli sledovat sériova Cisla?)

If I understood it correctly, you're suggesting that we do... (another
round of interviews?)

Pokud tomu dobfe rozumim, navrhujes§, abychom udélali... (jeSté jednu
sérii rozhovoru?)

Avoiding misunderstanding

In other words, what | meant was... (we should hire another marketing
manager.)

Jinymi slovy, co jsem chtél/a fict, bylo... (ze bychom méli najmout dalSiho
marketingového manazera.)

| was trying to say that... (the website needs a redesign.)
Chtél/a jsem fict, ze... (ta webova stranka potrebuje predélat.)
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NEXT
STEPS

Clarifying what you expect

(strict) | expect this report by Friday.
Tu zpravu oCekavam do patku.

(more polite) We need the report by... (Monday.)
Potfebujeme tu zpravu do... (pondéli.)

Polite assigning tasks to people

Do you think you could get me the report by... (Friday?)
Mysli§, Ze bys mi mohl/a dodat tu zpravu do... (patku?)

Could you prepare... (the brief) while... (I talk to the financial team?)
Mohl/a bys pfipravit... (to zadani), zatimco... (ja si promluvim s finan¢nim
oddélenim?)

Could you please take care of this? (meaning: Could you please do this?)
MUze$ se o to prosim postarat? (tedy: udélat to)

The client would like to have... (the proposition next week) ...at the latest.
Klient by chtél mit... (ten navrh)... nejpozdéji... (pFisti tyden.)
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CONCLUDING
SUMMARY

Highlighting things that need to become a priority

| would like to emphasise the importance of... (having after-sales
service.)
Rad/a bych zdlraznil/a dlleZitost... (poskytovani poprodejniho servis.)

The most important thing/outcome of this meeting is... (that we need to
request an estimate of the cost from the supplier.)

vvvvvv

ceny od dodavatele.)

The key takeaways for me are... (that we need to submit the project
proposal next week.)

Hlavni véc, kterou si odnasim je, (ze musime pfisti tyden odeslat navrh
projektu.)

Summarising the main points

Let me repeat that... (we welcome any feedback.)
Dovolte mi zopakovat, ze... (vitame jakoukoliv zpétnou vazbu.)

| think the participants are in agreement on the following points: (hiring
more people and moving the deadline.)

Myslim si, ze uc€astnici se shoduji v nasledujicich bodech: (nabrat vice lidi
a posunout datum odevzdani.)

We are looking forward to exploring the next opportunities... (in this

particular area.)
TéSime se na objevovani dalSich pfilezitosti... (v této konkrétni oblasti.)
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COMPLIMENTS

General compliments

Congratulations on.... (your promotion.)
Gratuluji k... (povySeni.)

Well done. Keep up the good work!
Vyborné. Pokracuj v dobré pracil

Specific compliments

Nice job on... (that business deal. You clearly put a lot of effort into it.)
Dobra prace na... (tom obchodu. Evidentné jsi tomu vénoval/a velké usili.)

You did a really great job on... (that report.)
Odvedl jsi skvélou praci na... (té zprave.)

| really enjoyed... (your presentation.)
Moc se mi libila... (vaSe prezentace.)

You touched on some very interesting points in your presentation.
Ve své prezentaci ses dotknul/a nékolika zajimavych bodd.

You did a fine job of explaining the complex matter in a simple way.

Odvedl/a jsi skvélou praci, kdyz jsi jednoduchym zplsobem vysvétlil/a tu
slozitou zalezitost.

Responding to compliments

Oh, that’s so nice of you to say!
To je od vas moc milé!

I'm happy you feel that way.
Tési mé, Ze to takhle vidite.
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GIVING THANKS
CLOSING THE MEETING

Expressing appreciation and gratitude

| appreciate your help/time/remarks.
Vazim si vasi pomoci/Casu/pfipominek.

We are very thankful for your time.
Jsme vam velmi vdécni za vas Cas.

Many thanks for giving me this opportunity.
Velké diky za to, ze jste mi dal/a/ tuto pfilezitost.

(more formal) It's been a pleasure doing business with you.

Bylo mi potéSenim s vami obchodovat.

| appreciate the chat with you.
Vazim si naseho kratkého rozhovoru.

| am grateful for your support.
Jsem vdécny/a za vasi podporu.

Thank you for sharing your expertise.
Dékujeme za sdileni vasich odbornych znalosti.
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SAYING
GOODBYE

If you have run the meeting

Thanks for coming. We are so glad you could make it.
Diky, ze jste pfisli. Jsme tak radi, Ze jsme to zvladli.

It was a pleasure having you here.
Bylo pro nas potésenim vas tu mit.

If you have attended a meeting

What a great meeting.
Skvélé jednani/Skvéla porada.

We should do this more often.
Méli bychom to délat Castéji.

It is a pity that you must go.
Skoda, ze musis jit.

(more formal) I look forward to our next meeting.
Tésim se na nase dalsi jednani.

See you later/soon.
Uvidime se pozd&ji/brzy.

Talk to you later/soon.
Popovidame si pozdéji/brzy.
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SPECIAL PHRASES
FOR ONLINE MEETINGS

Checking connection

Can you all see/hear me now?
Uz mé vSichni vidite/slysite?

If you can’t see me, please let me know.
Jestli mé nevidite, ozvéte se prosim.

Technical difficulties

We can’t hear/see you.
NeslySime/nevidime té/vas.

You’re muted. / Your mic is on mute.
Mate vypnuty mikrofon

Sharing the screen

Sorry to interrupt but we can'’t see your presentation.
Omlouvam se za preruseni, ale nevidime tu prezentaci.

You haven't started sharing your screen.
Nespustil jste sdileni obrazovky.

Fixing technical issues

| have to turn my video off to speed up my connection.
Musim vypnout kameru, abych zrychlil pfipojeni.

You're breaking up a lot, maybe try turning your video off.
Hodné se seka$ (audio), mozna zkus vypnout kameru.
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SPECIAL PHRASES
FOR ONLINE MEETINGS

Lost connection

(Sam) ...has trouble with his internet connection.
Sam) ...ma problémy s internetovym pfipojenim.

It seems we have lost ... (Sam).
Asi se nam ztratil ... (Sam).

Problems that only one side can notice

I'm sorry, my screen froze for a moment, what did you say?
Omlouvam se, moje obrazovka na chvili zamrzla, co jsi fikal/a?

I'm having trouble/difficulties hearing you.
Spatné vas slysim.

Interruption

Sorry, | have to step away momentarily. Please continue without me. Il
join again in... (ten minutes.) - FORMAL

Pardon, musim se na okamzik vzdalit. Prosim, pokracujte beze mé.
Pfipojim se znovu za... (deset minut.)

Pointing at chat

If you have any questions, feel free to post them in the chat and I'll
answer them during the call.

Pokud budete mit néjaké otazky, klidné je napisSte do chatu a ja na né
béhem telekonference odpovim.
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