ENGLISH FOR

MEETINGS

Useful Phrases

“ =

Opening a meeting
Opinions
Agreeing

Disagreeing
Clarifying
Interruptions
Asking questions
Suggesting & Persuading
Support & Opposition
Ending a meeting

BUSINESS =

ENGLISH

SKILLS

www.seduo.cz
www.espressoenglish.cz




Starting
OK, shall we make a start?

OPENING
A MEETING

If we are all here, let’s get started.

Let’s get down to business.

Welcoming and introducing

|“d like to start by welcoming everybody.
Welcome, everybody.
Thanks for being here today.
Firstly, 1" d like to introduce ...

Stating the objective

We re mee’ring today to talk about ...
Our main objective today is to ...
We’ll be discussing ...

Introducing the agenda

Have you all seen a copy of the agenda?

Can we start with ..., then come onto ... and finish with ...2

The first item on the agendais ...
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Useful Phrases

Zahdjeni
Dobrd, zaéneme?

Jestli jsme tady vsichni, zaénéme.
Dejme se do prace.

Uvitani a predstaveni

Na Gvod bych vas viechny rad pfivital.
Vitejte.
Diky, ze |ste dnes tady.
Nejdiive bych chtél predstavit ...

Stanoveni cile

Dnes jsme se sesli, abychom probrali ...

Nasim dne$nim hlavnim cilem je ...
Probereme ...

Sezndmeni s programem jedndni
Vidéli jste viichni program jednéni?

Mizeme zahaiit ..., potom pfejit k ... a skonéit ...2
Prvnim bodem programu je ...
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Asking for opinions

OPINIONS

Useful Phrases

Zjistovani ndzoru

Jane, you“re very quiet. Would you like Jane, ty si velmi ticha. Chi¢la bys néco

to comment?

ficte

We haven’t heard from you yet, Rachel. Rachel, jesté [sme od tebe nic neslyseli.
Could | ask for your reaction to ...2 Mizu vas pozadat, abyste se vyjadrili k ...2
What"s your opinion of ...2 Jaky méte nazor na ...2
What do you think about this? Co si o tomhle myslite?

What about you, John?

Giving a neutral opinion
In my opinion ...
Personally, | think ...
As | seeit ...
From my point of view ...

Giving a tentative opinion

It sems to me that ...
| would say that ...
Perhaps we should ...
As faras|’m able to judge ...

Giving a strong opinion

| firmly believe that ...
|”m convinced that ...
It"s absolutely clear that ...

There’s no doubt in my mind that ...

And frankly | think that ...

A co ty, Johne?

Vyjadieni neutrdlniho nédzoru

Podle mého nazoru ...
Osobné si myslim ...
Jak to vidim j@ / Podle mého soudu ...
Z mého pohledu ...

Opatrné vyjadieni ndzoru

Zda se mi, 7e ...
Rekl bych, ze ...
MoZind bychom méli ...
Pokud miizu soudit ...

Dirazné vyjadieni ndzoru
Pevné véfim, 7e ...
Jsem piesvédéeny, Ze ...
Je Opln¢ jasné, ze ...
Viibec nepochybuiji o tom, Ze ...
A upiimné fe¢eno, myslim si, ze ...
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Neutral agreement

| agree.
| think you~re right.
That”s right.

Tentative or partial agreement

| see what you” re saying but ...
| partially agree, but ...
|”m not totally convinced because ...
| agree in principle, but ...

Strong agreement

Absolutely. | think it"s a fantastic idea.
I”m of exactly the same opinion.
Precisely! Exactly!
| totally agree.

You're completely right.
| support that.

AGREEING

Useful Phrases

Neutrdlni souhlas

Souhlasim.
Myslim, Ze mate/mas pravdu.
To je pravda.

Opatrny nebo &asteény souhlas

.Chapu, co fikate, ale ...
Cdsteéné souhlasim, ale ...
Nejsem Uplné piesvédéeny, protoze ...
V zédsadé souhlasim, ale ...

Naprosty souhlas

Piesng tak. Myslim, Ze to je skvély napad.
Mam Gplné stejny nazor.
Naprosto spravné! Presng tak!
Naprosto souhlasim.
Mate/mas naprostou pravdu.

To podporuiji.
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DISAGREEING

Useful Phrases

Mild disagreement Mirny nesouhlas

|“m not totally convinced by your argument. Tvoje argumenty mé& Oplné nepiesvéddily.
That’s not really how | see it. Tak takhle to opravdu nevidim.
| don“t really agree. Opravdu nesouhlasim.
Actually, | don’t agree. Ja vlastné nesouhlasim.
|“m not sure about that. Tim si nejsem jist.
| think you” re mistaken. Myslim, Ze se mylis.
| disagree. Nesouhlasim.

Strong disagreement Silny nesouhlas

With all respect, | don"t agree with Pfi v3i Octg, s tim, co jste/jsi pravé fekl, ja
what you just said. nesouhlasim.
| really can’t agree with you on that. V tom s tebou opravdu nemohu souhlasit.
|“m afraid | can’t agree to that. Obavam se, ze stim nemohu souhlasit.
| completely disagree. Naprosto nesouhlasim.
| don’t agree at all. Vilbec nesouhlasim.
|”m against that because ... Jsem proti fomu, protoze ...
Don’t get me wrong, but ... Nevykladejte si to $patng, ale ...
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CLARIFYING

Asking for clarification

|”m not sure | understand what you’re saying.

What exactly do you mean by ...2
Do you mean that ...2
Are you saying that ...2

Reformulating to clarify

In other words, ...
So, you think that ...2
You mean that ...2

Asking for repetition

| didn”t catch that. Could you repeat
that, please?
I”m afraid | don”t understand what
you mean.
Could you go over that again, please?
|“m sorry, could you repeat that?

Misunderstandings

Sorry. I’ m probably not making myself clear. What
|”m trying to say is that ...
| think you”ve misunderstood me.
That isn”t quite what | meant.
With respect, that is not what | said.

Useful Phrases

Z&ddme o vyjasnéni
Nejsem si jisly, Ze rozumim tomu, co fikate.
Co pfesné myslite (tim/ze) ...2

Chcete fict, ze / Mate na mysli to, ze ...2
Rikate, Ze ...2

Vyjasnime pieformulovénim
Jinymi slovy ...
Takze si myslite, 7e ...2
Mate na mysli to, ze ...2

Z&addme o zopakovani
Ne(za)chytil jsem to. Mohl byste to
zopakovat, prosim?
Obdavam se, 7e nechdpu, co mate na
mysli.

Mobhl byste to fict jesté jednou, prosim?
Promiiite, mohl byste to zopakovat?

Nedorozuméni

Promiiite. Asi se nevyjadiuji jasné. SnaZim se
fict, Ze ...
Myslim, Ze |ste m& nespravné pochopil.
To neni pfesné to, co jsem mér)no mysli.
Pii v&i Octé, tohle jsem netekl.
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INTERRUPTIONS

Interrupting

Sorry, but can | just say something here?
Hay | interrupt you for a moment?
Sorry to interrupt but ...
| don”t want to interrupt, but ...

Dealing with interruptions

| haven”t finished what | was saying.
It] could just finish.
May | just finish?

Commenting on other
opinions

That’s a good point.
| see what you mean.
You're right.

Referring back

To go back to what John was saying earlier ...

As we were saying earlier ...
As | was saying ...
If | may continue ...

Useful Phrases

Skdceme do teci
Promiiite, ale miizu ted’ néco fict?
Mohu vas na chvili pierusite
Promiiite, Ze vam skacu do fedi, ale ...
Nechci pterusovat, ale ...

Jak se vyporddat s pierusenim

Jesté jsem neskonéil.
Kdybych to mohl dokonéit.
Mohu to jen dokonéit?

Komentujeme ndzory

druhych

To je dobra poznamka.
Chépu, co mate na mysli.
Mate pravdu.

Odkazovani se na to, co bylo fec¢eno

Rad bych se vratil ktomu, co pfedtim fikal John ...
Jak jsme fikali pied chvili ...
Jak jsem fikal ...
Rad bych pokraéoval ...
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ASKING
QUESTIONS

Useful Phrases

Asking general questions Klademe vSeobecné otdzky

May | ask ...2 Mizu se zeptat ...¢
Could you tell me ...2 Mohl bys"re) mi fict ...?
I”d be interested to know ... Zajimalo by mé ...

Asking for more information Chceme védét vic

Could you say a little bit more about Mohl byste o tom fict o néco vic ¢
‘rhoi?Courd you go into more detail about Mohl byste uvést vice podrobnosti ohledné ...2
.8 Mohl byste byt trochu konkréing|si2
ould you be a little more specific?

Hrajeme o cas &

Playing for time & Jak nic nefict

Saying nothing
Well, it“s rather difficult to say at present.
Sorry, |1l just have to think about that.
That’s a difficult question to answer.
That’s a very complex question.
Now, where was |2
What was | saying?

No, to je ted’ docela t&zké fict.
Pardon, nad tim se budu muset zamyslet,
Je t&zké odpovédét na tuto otdzku.

To je velmi slozita otéazka.

Ta L, kde jsem to skondil?

Co jsem to fikal?

Showing that you “re listening Ukazujeme, Ze poslouchdme

Pokud vam spravné rozumim, fikdte, ze ...2
Takze, jinymi slovy fe¢eno, vy si myslite, ze ...
Takze vy méte obavy, 7e ...

If | understand you correctly, you're saying that ...2
So, in other words, you think that ...
So, you“re worried about ...

Making sure people understand Ujistujeme se, ze nds lidé chdpou

Do you see what | mean? Chapete, co mam na mysli2
Do you follow? Chépete?
Are you with me? Rozumite tomu, co chci fict?
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SUGGESTING &
PERSUADING

Useful Phrases

Suggesting Doporucujeme

Wouldn’t it be a good idea to ...2 Nebylo by dobré, kdyby(chom) ...2
Wouldn’t it be better to ...2 Nebylo by lepsi, kdyby(chom) ...2

| think we should ... Myslim, Ze bychom méli ...

Why don’t we ...2 Pro¢ (neudélame to a to) ...2
How about if we ...2 Co kdybychom (udélali to a to) ...2

Persuading Piesvédcujeme

It would be in your own interest to ... Bylo by ve vasem vlastnim zajmu ...
Have you taken into account ...2 Vzal jste v Ovahu ...2
Do you realize that ...2 Uvédomuijete si, ze ...2
Wouldnt you agree that ...2 A vy byste nesouhlasil s tim, ze ...2
| can assure you that ... Mohu vas uijistit, Ze ...
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SUPPORT &
OPPOSITION

Useful Phrases

Expressing support Vyjadiujeme podporu

| would not be opposed fo that. Proti ftomu bych nebyl.
| have no objection to that. Proti tomu nic nemam.
That’s a great ideal To je skvély napad!
| completely agree with ... Naprosto souhlasim s ...
Yes, that might work. Ano, to by mohlo fungovat.

Expressing opposition Jsme proti

Sorry, but | think that”s out of the question. Promiite, ale myslim, Ze o tom nemiize byt feé.
[“m afraid | can’t support the proposal. Obavam se, ze ten navrh nemohu podpoiit.
Frankly, | think that”s impossible. Upfimng, myslim, Ze to je nemozné.
|“m completely against that. Jsem zcela proti (ftomu).
I”“m not so sure about that. Tim si nejsem tak jist.

| still think ... Potad si myslim, ze ...

www.seduo.cz
www.espressoenglish.cz




Agenda completed

Does anyone have anything before we finish?
OK. That s everything on the agenda.

| think we“ve covered everything.

Summarizing

Before we close, let me just summarize the main points.

To sum up, we have decided to ...
In brief, ...

Delaying decisions

It would be wrong to make a final
decision ...
| think we should postpone a
decision ...
We’ll discuss this at our next
meeting.
Can we leave this to a later date?

Is everything clear?

OK, is that clear?
Do we all agree?
Any final questions?
Can | check just one thing?
Did we agree to ...2

Closing the meeting

Thank you all for attending and for your contributions.

It was a pleasure to see you all today.
| declare the meeting closed.

ENDING
A MEETING

Useful Phrases

Meeting je u konce

Ma jesté nékdo néco pfedtim, nez
skoné¢ime2OK. To je v3e, co jsme méli na
programu.

Myslim, Ze jsme

Shrnuti

Nez skon¢ime, dovolte, abych shrnul hlavni body.
Abychom to shrnuli, dohodli jsme se, 7e ...
Ve struénosti, ...

Odkldddme rozhodnuti

Bylo by $patné udélat koneéné
rozhodnuti (o) ...
Myslim, ze bychom méli odlozit
rozhodnuti (o) ...
Tohle probereme na nasem dal$im
meetingu.
Mizeme to nechat na pozdgji?

Je viechno jasné?

OK, |e to jasné?
Vsichni souhlasi?
Néjaké otazky na zaveér?
MiiZu si jen ovéfit jednu véc?
Dohodli jsme se, 7e ...2

Koncime meeting

Dékuji véem za U€ast a za piispévky do diskuze.
Rad jsem vdas dnes viechny vidél.
Prohla3uji meeting za skonéeny.
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