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PART 1

Foundations

BiEth — Rk DN Z H IO S

2z [HEfE - B - 17 - 871 D4DDRT—2ICH . BEE THELEARRTEZZY
9. FTRIL—XZHBICHLTERDLDICBZ I EHBERETY,
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STAGE 1 - PREPARE # g

O 1 Setting the Meeting

Rk ZFHDT %

POINT BB

. BYUIC THRFORBZH55—F1 - B - BELRZ Y] DIETERAE Y.

= BHY (why) Z2XICES . BFROOERITE. AREFBHIAL—XICBDET,

® Do you have a minute? (IXHE + Fv v bAFTDRK, X—ILTIEId like to... "5 ESTHH £,

KEY PHRASES BEE7J7L—X

Sorry to bother you. Do you have a minute?
BILLWETABNAD ET, DABRELALVWTTH?

I'd like to set up a meeting to discuss...
~CDWTELASRBZRELEVDTY DS

We need to think of some...
~HEZDNBEHHD £,

It shouldn’t take long.
REDDD FE A

MODEL DIALOGUE ETIRE —BICHLTHEAFL &S

Emi A'EMED Ryan ICRZEIFEMNMTE T,

EMI Hi, Ryan. Sorry to bother you. Do you have a minute?

RYAN Sure. What’s up?

EMI I'd like to set up a meeting to discuss next quarter’s sales plan.

RYAN Sounds good. What do you have in mind?

EMI We need to think of some new ways to reach small businesses. It shouldn't take long.
RYAN OK. When would you like to meet?

=

RO T5ERE] ¢ TER Z2fFE>T N— b F—ZRBICFEVEL &£ 5.

TOPIC FERE PURPOSE B#

Customer complaints Reduce our response time.
Office move Decide the new layout.
Website renewal Collect design ideas.

EXAMPLE Id like to set up a meeting to discuss customer complaints. We need to think of some ways to reduce
our response time.
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STAGE 1 - PREPARE # g

O ) Finding a Time

HEZSOEHLES

POINT EH

B {RFEIE TBER BT TEARMIZET. from ... to ... TREZIFLEZ CHFINBUORPTLKAD T,
m W3 & Fid Unfortunately + BB+ KE D35ty bo REFXFTHRIZLHRIPBELLADET,

B R¥F o725 Thursday at 11:00, right? D & 5 (%4 FEIE L THEEEL £ 95

KEY PHRASES EE7L—X

Would you be available on ... from ... to ...?
~HO~EHNS5~FETTHSLNDTIN?

Areyou free ... at ...?
~HO~EHIZEVWTWETH ?

Does ... at ... work for you?
~HO~BTIHEIFLBZLWVWTTN?

Unfortunately, I have another appointment then. How about ...?
HWICK EDOFERBIFRIDFED ~FVHDRTIH ?

MODEL DIALOGUE ETIRE —BICHLTHEAEFL LS

Ryan ¥ Emi BT E&HEDOHRFZ RO F T,

RYAN When would be good for you to meet?

EMI Would you be available on Wednesday from 3:00 to 5:30?

RYAN Unfortunately, T have another appointment then. Are you free on Thursday at 10:00?
EMI Hmm, I have a client call at 10:00. Does 11:00 work for you?

RYAN Yes, that works.

EMI Great. I'll check with the rest of the team and confirm this afternoon.

=

N—brFT—OZEEREZ. TOHRZE->THEEL &5, FENED T TP OED ZHilT £

DATE B fd TIME B8
Tomorrow 9:30 - 11:00
Wednesday 2:15 pm

Next Friday 4:00 - 6:30 pm
Monday, December 7 10:45 am

EXAMPLE Would you be available tomorrow from 9:30 to 11:00?
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STAGE 1 - PREPARE # g

O 3 Building the Agenda

TV REDLD

POINT ES

n BERBEHMSIEICTEANZT, BHY - IBER - BHE - FAERHE - S5iEEEELEL £ 5,

B QRAY FrHDEE (5~109) =HH5Hh LOHHERLET,

B BIEICH DEMLAEVWEED THRELRRR) MEELTUILVWI ) ZEE. 28 THED EIFE S,

KEY PHRASES EEJL—X

Is there anything you'd like to add to the agenda?
TOIVAICEMLIEWI EIFHD ETH?

How much time do you need?
DL B VEHENBETIH ?

Do you need anyone to prepare anything?
HEMEAHERL THESSBBREHBDEITH ?

I'll put that on the agenda.
TNZT7O I VRICANTEEET,

MODEL DIALOGUE ETIRE —FBICHLTHEAFL &S

EmiARyan IC7P = VR OHER=Z L £,

EMI Ryan, is there anything you'd like to add to the agenda?

RYAN Yes. I'd like to share the results of our customer survey.

EMI Good idea. How much time do you need?

RYAN About 15 minutes will be enough.

EMI OK, T'll put that on the agenda. Do you need anyone to prepare anything?
RYAN Could you ask everyone to read the report beforehand?

EMI Of course. I'll send it out today.

T

1178%ZFIC. N—bF—ICBRLTERZBO Tz o4 Z2RMEEEL & 56

PRESENTER # TOPIC &R TIME B$RS PREPARATION #{i
Aya Customer survey results 15 min Read the report
Daichi

Mei

Everyone Q&A and summary 10 min

EXAMPLE Isthere anything you'd like to add to the agenda? / How much time do you need?

MEETING ENGLISH



STAGE 1 - PREPARE # g

O 4 Invitation E-mail

RHNX—nzEL (G30OL—I)

POINT ES
B X—)JLiF 5-sentence rule : ORI OFIZIEH OB R (BFKEZT) OTHOMKRE OHEYV, < - V7.

®m (ld Date / Time / Place / Topic / Agenda Z EEEZIC. @iF TMa%x - WO X TIC) ZBEEE. HRICHHECE
HMEANEL & 56

KEY PHRASES EE7J7L—X

I hope you're having a great week.
FHG—EEZSBLOZ L EBVET,

I'm writing to share the details of...
~DFHEHHMSETBDICTEELTVET,

Please let me know by ... if you'd like to...
~LTWEEIF. ~ETICBHMSELTEETL,

Have a great day.
E5FRWVW—H%Z,

MODEL E-MAIL EFILA—=I —O~OH5IL—ILDIER
Subject: Website Renewal Meeting — Thu., Nov. 12, 10:00

(1) Hi everyone,
I hope you're having a great week.

2)  I'm writing to share the details of our next meeting.

3« Date: Thursday, November 12

+ Time: 10:00 - 11:30

« Place: Meeting Room 3

- Topic: Plan for the website renewal
- Agenda: See attached file

@ Ifyoud like to add anything to the agenda, please let me know by tomorrow noon.

Have a great day, everyone.
Best regards,
Emi

=

RDA—=JUFIBEBHZ T ETRHDICKWEITY, 53L—ILISR>TEZTELEL & 5o

Hi all! How was your weekend? Mine was great — we went to the beach. By the way, I forgot to tell you that
we're going to have a meeting about the new website. I think it's Wednesday? Or maybe Thursday, in the
afternoon. I haven’t booked a room yet. Also, lunch is on me if you come early! Anyway, please tell me if you
can come. Thanks!
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STAGE 2 - OPEN Fita

O 5 Opening & Small Talk

B DRI & HERK

POINT EHL

m TR - BOMEE (1~29) > FEANDYIDER) BEEDRNTT,

B MEISERK - IR - FH c RED =2 —RB YL, HETHELPITVEET. REDOALIFTIRSBVWELSEEL F
ER

m Let’s get started with... THHREICTIDE X . AN RIIKDZFHT X T,

KEY PHRASES EEJL—X

Thank you for coming to today’s meeting.
AHDORBICEBLWERLEHDONES TTVET,

Let’s take a few minutes to see how everyone’s doing.
DUKEZR>T. HETADERZAVEL &£ S,

How was your weekend? / How was your trip?
BRIEWVWHDNTLEED ? /THRITIEVWDD T LD ?

Let’s get started with...
~DSIROFL & Do

MODEL DIALOGUE EFIRFE —FBICHLTHEAFL LS

Ryan " REDEETEMEBICEZMNMTE T,

RYAN Good morning, everyone. Thank you for coming to today’s meeting.

ALL Good morning.

RYAN Before we get started, let’s take a few minutes to see how everyone’s doing. Mei, how was your
trip to Osaka?

MEI It was great! The client meeting went well, and T had some amazing food.

RYAN Glad to hear that. What did you eat?

MEI Takoyaki, of course! First, we...

— a few minutes later —

RYAN It’s nice to hear everyone’s doing well. OK, let’s get started with the meeting.

e

TOFEED 5. N— b F—IXRITINF B MHKDERZZEZXTL & S0

TOPIC 3&%& QUESTION &R
Last weekend How was your weekend? What did you do?
Work these days

Weather / season

Recent news or travel

MEETING ENGLISH



STAGE 2 - OPEN Fita

O 6 Recapping the Last Meeting

HIE DR D IR D

POINT BB

B 2EHNFELHIIRTHRO2 L5, giEloRB%3mty b (discussed / decided on [ agreed to) TEHL £,
B IRTBEFTELEY, R<ADITETRVLS. BRRITZE1I~2XT DI

® £#&IC Does anyone have any questions? TN AL ZHERL EL & S,

KEY PHRASES BEE7J7L—X

In the last meeting, we discussed...
HIEIDEZETIE~ICDOVWTELEVWE LT,

We decided on...
~TRELE LT

We agreed to...
~FBLICRELFLT,

Does anyone have any questions about that?
ZORTHANCERBIZHD ETITH ?

MODEL DIALOGUE ETIRE —BICHLTHEAFL &S

Emi B RIEIOSERABRZE TS5 VWL ETD,

EMI Let’s quickly recap our last meeting. We discussed the results of the customer survey.

EMI We decided on a new service concept, and everyone agreed to bring two ideas to today’s
meeting.

EMI Does anyone have any questions?

ALL (No questions.)

EMI OK, then let’s go through today’s agenda.

o

ROBHRZE-T. FIEDORFEABTZENLEL & 56

DISCUSSED #%%& DECIDED ON R AGREED TO & &
Summer office hours Flexible start time Start from July 1
Team lunch Italian restaurant near the station Book a table by Friday
Client newsletter Monthly, short format Use the new template

EXAMPLE In the last meeting, we discussed summer office hours. We decided on a flexible start time and
agreed to start from July 1.
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STAGE 2 - OPEN Fita

O 7 Walking Through the Agenda

7P xR EHHET S

POINT B

= FTEM. RITFN. First, ... Then, ... Next, ... Finally, ... TIEE%# =L, BYECEEERI £,
B RRIC2HOFRERMZEAS . SMEDKHEESZAA-JTEEY

® ##IC Does anyone have anything to add? L EWT. BMOEEZIEWVE T,

KEY PHRASES EE7L—X

The purpose of today’s meeting is to...
AHORFEDBEHNIF~TY,

First, [name] will talk about ... for ... minutes. Then, ... Finally, ...
RN~ T AD~ITDOVWT~DE. RIS REIC

We have about ... in total.
2RTHEELE~DFETT,

Does anyone have anything to add?
fAIAEMLIEVWRIEHD EITH ?

MODEL DIALOGUE ETIRE —BICHLTHEAEFL LS

EmipEBO 7S T oA EHBALE,

EMI The purpose of today’s meeting is to decide the launch date for our new service.

EMI First, Mei will present the survey results for 15 minutes. Then, Daichi will talk about the
schedule for 20 minutes.

EMI Finally, we’ll spend 10 minutes on the budget and 10 minutes on questions. We have about an
hour in total.

EMI Does anyone have anything to add?

DAICHI No, that sounds fine.

T

RO7TT>R%. BHSIRICEHALEL & 5. BFREBEITI LT L,
PRESENTER 8 TOPIC %7 TIME B¥RS PREPARATION #{i
Hiro Staff feedback 20 min Nothing
Sara Budget for next year 15 min Nothing
Joe Training options 30 min Everyone suggests 2 programs
Everyone Q&A 10 min Prepare questions
EXAMPLE Purpose: to decide next year’s training plan.
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STAGE 2 - OPEN Fita

O 8 Assigning Roles

ek ILETES

POINT Ef

B SEFABISEDS3DDEE : facilitator (E1T1®) minute taker (BEER) timekeeper (BHEIE) .
B ZEIZEMY., #KIEOA; (Could | haveyou...? /Would you mind...?) TiH. KAADTEEBTHSEDF T,
B 5|ERITTHS 276 BT—EBILEERAEL LS,

KEY PHRASES EEJL—X

[Name], could I have you take the minutes for today’s meeting?
~Th. SHOREREZEBEVTETE TN ?

[Name], would you mind being the facilitator?
~Sh. ETRZEEVWTETEIN?

[Name], can you keep track of the time for us?
~Th. KEOBEEZBEVTETXITN?

Thank you. I really appreciate it.
HOMNESTIVWET, B £,

MODEL DIALOGUE ETIRE —FBICHLTHEAFL &S

Emi DERICADRIICRENZKEBEL £9,

EMI Before we start, Ken, could I have you take the minutes for today’s meeting?
KEN Of course.

EMI Thank you. Lena, would you mind being the facilitator?

LENA No problem.

EMI And Yui, can you keep track of the time for us?

YUl Sure.

EMI Thank you, everyone. Let’s begin with the first topic.

T

RDONIC, BEZHKBLEL & S

PERSON A ROLE &%/
Landon Facilitator
Brian Minute taker
Mei Timekeeper

EXAMPLE Landon, would you mind being the facilitator?

MEETING ENGLISH
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STAGE 3 - RUN #1T

09 Drawing Out Input

BRZ5IEHS

POINT EHL

B 1I2ANICERZRESERVI E, #DBAICIIRAITEUDT. EPMEPERICHMNT, EFENICERL X7,
B 2FEADREVHITFIE Does anyone have any ideas regarding...?. fEA (& What do you think, [name]?,

® HEDHLIE Thank you for sharing that. R BTREZRTERELPTVHICAD T,

KEY PHRASES EE7L—X

Does anyone have any ideas regarding...?
~ICEAL TR TA T T7IdHd D ETH?

What do you think, [name]?
~Zh ED2BVETH?

[Name], you have experience in.... How would you approach this?
~TAR~DTRBEDHD FITH. EO5WMDBEAFITH?

[Name], do you have anything to add?
~Th. AIDNMITMRABZCEFHD ETH?

MODEL DIALOGUE ETIRE —BICHLTHEAEFL LS

Lena hEEDT7ATT72EDHET,

LENA So, does anyone have any ideas regarding how to reply to customers faster?

KEN I think we should create ready-made answers for common questions.

LENA That’s a great idea, Ken. What do you think, Mei? You handle most of the customer calls.
MEI It would save a lot of time. We could also use a chat tool.

LENA Thank you, Mei. Yui, do you have anything to add?

YUI We'd need to train the new staff, but I think it’s worth it.

=

FTEANBRZIEN, EOHEN—FF—ICERZRODFL & S0

STATEMENT ER ASK FOR INPUT R WLhr T
Our customers want faster replies. Does anyone have any ideas regarding this issue?
Remote work should be allowed twice a week. What do you think, [partner’s name]?

We should publish our reports in English.

We'd better reduce the number of meetings.

MEETING ENGLISH
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STAGE 3 - RUN #1T

10 Staying in Control

JoiR « RENZ + RF [T N\ DAL

POINT EH

B ERIIFFEOMED G, BIRIIEDIC « TRIC - BEoEFDETICRLET,

B RIBWICH o 7IBEIE Let’s keep things professional. THEETZEDRE L. EROHIIRZERICEL T,
B BREAELICS. B IXREIDOZEEICET (come back to this at another time) Yt ES L THIEL £,

KEY PHRASES BEE7J7L—X

Let’s get back on topic.
FEICEDEL £ 5,

Let’s keep things professional, everyone.
BTA. 7O LTARICEDEL &£ 5,

We're starting to fall behind. Let’s come back to this at another time.
BEARLTWE T, COHIFEBOERIC,

Let’s stick to the agenda.
T IVAICR>TEDHEL £ S0

MODEL DIALOGUE ETIRE —BICHLTHEAFL &S

Lena DREHET. BiiR - WiL - FEEBEHRAISECD £,

MEI ...so the delay was caused by a shortage of staff. By the way, has anyone tried the new coffee
shop downstairs?

KEN Oh, yes! Their sandwiches are fantastic. They also have...

LENA Thank you, Ken. That sounds nice, but let’s get back on topic. We have a lot to cover today.

YUl (sharply) That’s not what I wrote in the report, Mei!

LENA Let’s keep things professional, everyone. We can check the report together after the meeting.

— ten minutes later —

LENA We're starting to fall behind. Let’s come back to this at another time and move on to the next

item.

=

RORFICES—EZ. FALKRENSEBATEVEL LS,

SITUATION KR EXPRESSION &I}

The conversation goes off topic. Let’s get back on topic.
Two members start to argue.
People talk about their weekend plans.

One topic is taking too long.

MEETING ENGLISH
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STAGE 3 - RUN #1T

11 Stating Opinions

BEZEX, IRWTEST S

POINT EH

B AN ER/RY - BR - Bl - R (BF - BR) > RE. GRS ES8mhbhFET,

B ERICA S L Td That’s a good point; however, ... . BFEZZIFIEHTHESBEPDER%E,
B BHUZE According to... B Y. BENAT —RXPERZRZ D LHFBAVELET,

KEY

PHRASES BEEJL—X

That’s a good point; however, I believe that...
HoHTID FhI~EEZXFT,

This is due to the fact that...
CHUI~EWVWSERICEZHDTT,

According to our data, ...
T—RICEB L. ~TT,

As a result, we had better...
FDFER. ATeBIE~LIEADPRWVWTT,

MODEL DIALOGUE ETIRE —BICHLTHEAEFL LS

Y —EXRzHIH BIET—EXZHETIHTERIMDINE T,

MEI

KEN

MEI

KEN

YUl

KEN

I think we should keep improving our current service rather than launch a new one.
That’s a good point; however, I believe that we need to try something new.

Why do you say that?

This is due to the fact that our sales have been flat for three years. According to our data,
we've gained almost no new customers.

I agree. Our quality is good, but we aren’t reaching new markets.

As a result, we had better launch a new service this year.

=

MER - RHL - RE) OFRNTRELEL &S50 ZWIBATEITEDX T,

OPINION ER REASON / EVIDENCE 1B #2 ACTION RZE
Our paper-based processistoo It takes 5 days to approve one Move to online approval by
slow. request. April.

o 6 out of 10 visitors leave within 30
Our website is hard to use.
seconds.
We should offer English

training.

MEETING ENGLISH
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STAGE 3 - RUN #1T

12 Making Decisions

BEREZT
POINT ES
B REHEBZBERIGET. YIEEZKISROTHSFTTML £, 4 - IHER - MER. B - REAORE 1 X
s

B REORNUE TR - RE > BHI . BRHZRXZ . 2BHMEL TROITERICBNE T,
B RE#(IF T < What are our next steps? ICDRIFE T,
KEY PHRASES BE7JL—X

Before we vote, let’s agree on our criteria.
SROFIIC, HEFEEZROEL & Do

Thank you all for your input, suggestions, and opinions.
CRE - TERZVEEEHDNESTEVE LT,

After careful consideration, I've decided to...
BEICKRET LIRER. ~952&iLF LT

This is our best option because...
~WSEANS. CThHREOERKTY,

MODEL DIALOGUE EFIRFE —FBICHLTHEAFL LS

EmiNERZzBEX TREREZLTIE T,

EMI Thank you all for your input, suggestions, and opinions. They were very helpful.

EMI After careful consideration, I've decided to go with Ken’s proposal.

LENA I think that’s a good decision.

EMI This is our best option because the initial cost is low, and it will give us useful customer data
within six months.

MEI Great. So, what are our next steps?

EMI First, ...

=

W - RE - BHZHENRNEL & 50 ZWSED TROTHBULEEA,

SITUATION 4K3R DECISION RE REASON(S) e

Open in Lower rent; more growth in the

Open a new office in Fukuoka or Nagoya.
P 0y Fukuoka. area.

Choose a vendor: A (cheaper) or B (faster
support).

Hold the year-end event online or in person.

EXAMPLE After careful consideration, I've decided to open a new office in Fukuoka. This is our best option
because the rent is lower and there is more growth in the area.

MEETING ENGLISH
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STAGE 4 - CLOSE #7

1 3 Assigning Tasks

227 ZHDIRS

POINT EHL

B REDERIC TH#H - A% - WOXTIC) ZHARICLTHREL XY,

B RO TESIE3ERME  Could I have you..., if you dont mind? (&®7T %) Would you mind...?Please...
if you can.

m HABRAEIL £ 574 & FiE When can you...? LAEFICEHE. BEEOAWVWAREZRDE T,

KEY PHRASES BEE7J7L—X

Could I have you ... by ..., if you don’t mind?
EZLZZABITIIE. ~ETIC~ZBBVWTITEITN?

Would you mind ... by ..., please?
~ETIC~ZHEBVTETEITLLOID?

Please ... by ..., if you can.
AlEETHNUE. ~FTTIC~ZHBBLLET,

When do you think you can have it ready?
WOBETICABTEESTIN?

MODEL DIALOGUE ETIRE —FBICHLTHEAEFL LS

Emi BAREFEZH LIS, F—LANZRIZHFEL T,

EMI Now that we've decided, let’s get things moving. Ken, could I have you put together a draft
plan by next Friday, if you don’t mind?

KEN No problem.

EMI Thank you. Mei, would you mind telling me how much budget you need by Wednesday,
please?

EMI Lena, when can you finish the customer report?

LENA I think I can have it ready in two weeks.

EMI Great. Please send it by the 25th, if you can.

=

RDEARV %, 3DDEBERIREZFENDITTF—LAN—ICEKELEL &£ 5.

MEMBER #8 TASK A& DEADLINE #AFR
Kota Prepare the draft slides Next Wednesday
Rina Collect customer feedback November 27
Sam Book the meeting room ASAP

Mika Update the manual End of the month

EXAMPLE Kota, could I have you prepare the draft slides by next Wednesday, if you don’t mind?

MEETING ENGLISH
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STAGE 4 - CLOSE #7

1 4 Summarizing & Next Meeting

BRZXEO, REZRD %

POINT EH

B RTHIC EELE -7k (discussed) +&EL7=Ct (agreedto) 1 ZEHL. BRI BRVWHHERLF T,
= x[EH#2F How about...? Does that work for everyone? L {2z H L. 2EDEMEEZHRL £,

B POIVALHEMIEA=ITEBR LR, EBMBFLOHDHUDHRZIEL £ Do

KEY PHRASES BEE7J7L—X

Let’s summarize today’s meeting. We discussed...
SHORBEZFEHEL &S, ~IDVWTELEWVWE LT

We agreed to... / Does anyone have any questions before we wrap up?
~FBLICERLE LT MO BRIICEMIZ?

Let’s meet again... How about...? Does that work for everyone?
E~ICEEDFEL £S5 ~IFESTIN?ETATEHEIL?

I'll e-mail the agenda and details...
T VA EFRIEA—ILTEED LE T,

MODEL DIALOGUE ETIRE —BICHLTHEAFL &S

Emi A'SEOKRRICEN L. REDOHEZRDE T,

EMI Let’s summarize today’s meeting. We discussed the launch plan, and we agreed to start with a
small pilot service. Does anyone have any questions before we wrap up?

ALL (No questions.)

EMI Let’s meet again next week to check everyone’s progress. How about Wednesday? Does that
work for everyone?

KEN Sorry, I'll be at a client’s office all day Wednesday.

EMI OK. How about Friday at 10:00? ... Great. I'll e-mail the agenda and details by Thursday
afternoon.

o

LEDFERZRT. RAZZOKELREZROEL &5 (O=H. X=F7) .

PERSON MON TUE WED THU FRI
Ami O O X Business trip O

Ben X Meetings X Meetings O O

Chika O O O X Client visit O
You

EXAMPLE Let’s meet again next week. How about ...? Does that work for everyone?

MEETING ENGLISH
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STAGE 4 - CLOSE #7

Closing & Following U
1 5 g gup

Rk Zfin< <D, 7+ —93%

POINT ES

B FEODE K - FEROKE > RIRIBRVLE - RED, REOHKRNIADEFR—avrxEALET,

B ERERIIEBRBIEZEAMRNIGEGT L. X—ILEAXICHDHBTTIavRI b BHECHIR) #Z23 %9, =&
BEFEBEVADWVWBHTT,

KEY PHRASES EE7J7L—X

Thank you for your time, everyone. [Name], could you remember to send the meeting

minutes?
BETABDODHESTEVWE L, ~TA. BZEHROEGEZSEWVWL XY,

I think we made really good progress.
ETHRVERBDH -7 BULE T,

Have a great day, everyone. See you at the next meeting.
BTARVLW—H%Z, XEIHZVLEL &5,

As a friendly reminder, here are the action points...
RO, 7o2aYvRAY beBHsELEFET,

MODEL DIALOGUE ETIRE —FBICHLTHEAFL &S

Emi B'&EZ2 < <D EF,

EMI Thank you for your time, everyone. Ken, could you remember to send the meeting minutes?
KEN Sure. I'll send them out tomorrow morning.
EMI Thank you. I think we made really good progress today. If anyone needs help, please feel free

to contact me anytime.

EMI Have a great day, everyone. See you at the next meeting.

MODEL E-MAIL Z7#0=7 v FX—ILDOH
Subject: Minutes of the Website Meeting - Nov. 12

Hi everyone,

Thank you for your time today. As a friendly reminder, here are our action points:

1. Send the survey data by Nov. 15 - Aya 2. Confirm the launch date by Nov. 18 - Daichi 3. Prepare a budget
draft by Nov. 20 - Mei

Please also review the attached minutes. Thank you, Ken, for taking them. Best regards, Emi

=

AXEZDLIC. 740-TyvIA—ILZEZTEL &5

Meeting: Product page redesign / Date: Dec. 3 / Actions: Rui - send photos by Dec. 8; Nana - check the text by
Dec. 10; Taka — update the page by Dec. 15 / Minutes by Sho

MEETING ENGLISH
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PART 2

Applications

SO — R OMEICEDE S

RRIFENICE>TEDANEDLD 9, B - BMNE - KE - MEDO4DDHERDSZED
BEZREEBD. 82D T DEDHHERRZFUVE T,

A Choosing the Right Type
B Brainstorming
C Problem-solving
D Regular Staff
E Project

F  Training

G External

H Disciplinary / Impromptu




PART 2 - APPLICATIONS

A Choosing the Right Type of Meeting

ik DI Z R %

POINT Ef

B REBOVIC. BMEOEEREBEEZFE--TVLWEY, £7 ICOEBTHAZERLEZVOD (D—-JL) 1 ZiRD.
ZNUCESIRBOLZZEVEL &£ 5,

B EzRHZ4008 RIS, BHEY - BINE - B - $8E T9,

Purpose Participants Time Frequency
BEY 2E iSiE! SR
ADfDICFELH D - AABIY 5D EDLSS5WVEZZD D BEREH

8 TYPES AT A GLANCE 8DDa®mArT—8

Brainstorming TLAYRE—2 TATT7ZEHZE 5~10% 30~607 B Ml REBICITD
2%/ Kl
Problem-solving  FREfZIR BANGRERER R BRELE 6097RItE:  HE BARRERET S
b3

Regular staff ERZ2yIRE BERLE - LRGE F-L2B 30~60% EHB LEICHEHRRE

Project 7Oz MEY  EW DB PMEX>/N—  30~60% A ABRZIBREHRL<

Training kL—z=>4 AFINEBIZDITE  BEECEEE 30~90%  FEBEF BRMIC T4 —R
Ny

External HARE EREE . 68 HRADELE 600HI% B/ EH =2 (confirm) %
K

Disciplinary 188 - B FEEHRHTHSS  LEICFA 15~309 BEH BHT. HEES|
HY

Impromptu ZeH - W ST ORGER 2~3% 5~159r  ZEHE REREKEAN

MODEL DIALOGUE ETIRFE — #EY -4 — D%
FILSF—LU—F—ICH o7 Rei H'\ FZED Chris ICHEHKL £ 95
REI I'm preparing my first team meeting, but I'm not sure how to structure it.

CHRIS Start with the goal. For example, if you want ideas, hold a brainstorming session. Then think

=

HRICDEIHTELITONZRF 1RV, 4008 = (BRY - BME - B - 98E) TRETHALIL &
Do

about the participants, the time, and how often you meet.

EXAMPLE Our weekly staff meeting is for sharing information. About ten people join, it takes 30 minutes, and
we have it every Monday.
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PART 2 - APPLICATIONS

B Four Core Meeting Types

HARDARA T

Brainstorming Sessions TLAVAL =3IV
BHAFHE[ITTITT7Z2 TERRITELEDHZRH, FHMERBRBICTLOTITLED

1 Setthe mood ZESS< D How’s everyone doing? I'm glad you could all make it.

9  State the rules Bty L—Lo#E The purpose of this session is to...

There are no bad ideas at this stage.
3 Encourage %E%{29 Let’s be creative and think outside the box.
4 Evaluate &i(c5H Now that we've gathered enough ideas, let’s look at them one by
one.

Problem-solving Meetings PREAR T O 237
Rz EL<HEL. BEREZER LT, EANBHRRZROBZRHTIo

1 Identify the problem o= The issue we're faced with is that...

2 Find the root cause E&RENDER The core of the problem is that...

3 Look at the options #iRfzD% L L One way to solve this is to... Or, we could also...

4 Play devil's advocate #x Tikoi5T  Iunderstand where you're coming from. However, ..

IREE

Regular Staff Meetings EHIA R 7 2k
O RZzHEL. EVDAEZIER - TET 528, SENRETHEICLET,

1  Share information &##t%5 I have a couple of announcements to make.

9 Getupdates TR#®EZZT3 Jane, could you give us an update on...?

3 Raise topics #EZRIFNT2 I'd like to get everyone’s input on...

4 Call on people #=%{2d Jim, we haven’t heard from you yet.
Project Meetings TuY s MEwRHE

IOV MNRETIBETES ZESRHE. 42DERZHIRELED,

1 Completed tasks =7 L7C ¢ I'm pleased to report that we've completed...

9 Work in progress 7o C ¢ We've already begun working on...

3 Challenges = - & I'm afraid we’re running behind schedule due to...
4 Action plans /5 To avoid further delays, we've set up...
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PART 2 - APPLICATIONS

F Four More Meeting Types

XN - EFRDAR A T

Training Sessions FL—=>2 - HK

EHEEFREZOCD, - ZBEICLIES AT, FlEZzHX. AIMETRABNLE I —FNYIZRLE T,

1  Build the relationship Et%5<0 So, how’s your first week going?
9 Setgoals J—)L&%E What would you like to achieve by the end of...?
3 Giveinstructions FIEz#xz3 The first thing we need to do is...
4 Give feedback 7+1—rnNvs That’s good, but let’s try to... / Yes, you've got it.
External Meetings o e o2k

B zEE S5, BELEZRE5DD. TEEZH - TEITL. BREHEERERL =Y,

1 Introduce yourself 52z It’s a pleasure to meet you. I'm ... from...
7 Becourteous 6 THL Could I get you something to drink?
3 Take charge 7%z —F Shall we get started? I'd like to begin by...
4 Confirm #3292 So just to confirm what you said, ...
Disciplinary Meetings i - RO A

B3R ZETRELTHZERDHTHS55 8, IL—IIDOEBHCFEZGR. BEMLEONRZSISHLET

1  Confirm awareness JL—)LDO35IFE Are you aware that we're not allowed to...?
9 Explain the reason L—/L0#Eg The reason we have this policy is because...
3 Explain consequences ## R If this happens again, I'll have no choice but to...
4 Ask for commitment BHiED#IR What will you do to avoid this from here on?
Impromptu Meetings 556 + FERGREI D 237k

RAERIIEEN S, —FE>TICEEANAD, BRI ZET,

1  Request 27fki& I hate to bother you, but could I get 15 minutes of your time?
9 Goto the point 7z I'd like to ask for your feedback on...

3 Askfor concerns Rz R Is there anything else I should be aware of?

4 Show appreciation &4, Thanks for your time. I owe you one.
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PART 3

Practice

EERR — PR -a— L7 1LA

PARRFEZRBOZETES>THEL & Do /N— b F— (GBI - AR cREZDIT. BV
REREBELET, IDBRRRZERLLBHNS. 208 IXMAHLRTICHEEL T,

1 Calling a Meeting

2 Opening a Weekly Meeting
3 Choosing a Tool

4 Getting Back on Track

5 Project Status Update

6 Hosting a Visitor




PART 3 - PRACTICE

Business Role-plays
1-3 n— 714 1~3

EHH L ORREHRE (19) > @QFEVVWIL—XZ3DER->@O-ILTLA>@d-IZzFIvy > OREZR
RLTHS—E,

Calling a Meeting s#z#s5h3CEREZRD3 Unit 1-3 - 5 min

SITUATION FHLVEE7Z>7—bDO7OY Y b ZEDHZ 1. FEICERZZRENTET,

ROLE A — YOU ROLE B — PARTNER
$H 73713 Project Leado, RFDBEMZIEZ. BIEER HRTIIZICRRERE, 5BIFARREL0:00-11:00h. &8
H. T VRDEMFLZME XY, 14:00UBEDAZEVTWVWET, P75 —rDFHE] =3

BICEMLIEVWEEZEZTWVWETD,

GOALS
O Bwzkicmasonie [0 BREZEEBLTERTE [ BN#EECMEREZMT

PHRASES | WILL USE

2 Opening a Weekly Meeting =flaszan2 Unit 5-8 - 7 min

SITUATION BRZ—T+ YV DEHETT, HENSRESTEXAYN—HVET,

ROLE A — YOU ROLE B — PARTNER
HBTIFER. K - MH - BIRIOIRDERD - 7P HBINIA Y N—o FBIIAIRBERT LTc, MHKICH
LA - REEKEZITVE T, Z. REZEKBSNISRFIERITET, 1DLITHE=E

DEBEMERELTEE L,

GOALS
O M sxBEICTIDEZ 5N [ discussed / decided / agreed #fEx 7= [ 30DREIZKBETET

PHRASES | WILL USE

3 Choosing a Tool zErz£oTHrETS Unit9, 11, 12 - 7 min

SITUATION F—ATES 77AMIEBY —IZRDZIRETY, EREIE TA (FW) 1 ¢ B (ZelhsEw) 1 T

ED
ROLE A — YOU ROLE B — PARTNER
HRlidER. BRZ5ITHL. HEE (BE - 22 BETNEIAN— RYNISAZHL. BREBRE T, B
K- FOPTE) ZROTH S, RIRREZIGRF T, EHRENS. BREBRELTIRLT L,

GOALS

O ®aizFATERZRO 5N [ HFEE=zRICRETE L [ RECEARZENSNK

PHRASES | WILL USE
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PART 3 - PRACTICE

Business Role-plays
4—-6 0= T4 4~6

4 Getting Back on Track pisgicsting 3 Unit 10 - 5 min

SITUATION EERDEF THEAEEICEN. BEBHMLTERL:

ROLE A — YOU ROLE B — PARTNER
HBIIFER. BT - Fh5E - BEBBIC. TENDORA BRIFE L ANDIFEBXA Y N— FILVLIIEPS
EXL £, VFDFEEHHET, REIFIDOFEIRSIC LS50
TLREEL,
GOALS

[ Let’s get back on topic. MBRAICE R e [ XEICETREATS 2 [ RBFTTELOAEZRTE

PHRASES | WILL USE

5 Project Status Update ##%=#=s3 Part 2 / Unit 11 - 6 min

SITUATION $EmOEFRERI O LY FOEHRETT. PLENDEHTVET,

ROLE A — YOU ROLE B — PARTNER
HBRTIEPMe T « EITH - FRE - MICHKRDIBRZH H7RIclE ER. BnORRZERB L. MISHRDOIRI Z i
HLET BLET,

GOALS

O 4Zx=ZIRICRE TS [ BNOEBRZBRIUOS THATE . [ NEREZEANICIRETEL

PHRASES | WILL USE

6 Hosting a Visitor #slosziEznzs Part 2 / Unit 7, 13, 14 - 8 min

SITUATION ER5|I5EDEHENPDO THRLLELTco REETHEEHOEZITVET,

ROLE A — YOU ROLE B — PARTNER
HBIIFRZ ko BN - BB THL - 7OV VAR HBTIFWE DB HE, MBICOVTIDHIZERR.
B - FER - RO TV TOERETHEDE T, FRARIFEERLTIRE L,

GOALS

O TRCESBN LSO TALATER [ MFORSERR (confim) TH7
[ RORF v 7 EHRERD NI

PHRASES | WILL USE
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PART 3 - PRACTICE

Full-flow Mini Meeting

W UME — B2 o 7T

% Full-flow Mini Meeting B 547 FTOBELKE ALL UNITS -

BHOTEE B RBOHHEARY R) ZRDO. N— b F—CROFNTEVESEEZITVET,

Tone TET. YOs5LWO

MEETING TOPIC %58
BEST MOMENT &< T& 7=

NEXT CHALLENGE RICEY =

Phrases ZACRIFZBEYNCFE X 7=
Control & &®emE > bO—ILTEf

Participation lHFOHEEZ5| S HE -

o1

# STEP # STEP

1 Greeting & small talk 5 Drawing out opinions

2 Recap & purpose 6 Making a decision

3 Agenda walk-through 7 Assigning tasks

4 Assigning roles 8 Summary, next meeting & closing

SELF-EVALUATION HIEHZ1 (H54L) ~5 (L THRV) THRLEFL &6

PERSPECTIVE = 1 2 3 45

Clarity BN ERNHBAET. HhH DR FTh o7

ONONONON®.
ONONONONO.
O0O0O0O0OO0
O0O0O0O0O0
OO0O0O00O0

MEETING ENGLISH
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PART 4

Challenge

F v LM — HRT-EHOBE I

CCHBIE. HBIBEDOHESE - FRE - LNIICEOECRERKTY, BHEZWHTHERZRED

Lj—\
ED

®E (bSvY) CHBEZREN. REORBZEMICLIEEDLITOREZRETLE
Self-check
Your Challenge Path

My Real Meeting Sheet

Progress Log




PART 4 - CHALLENGE

Self-check
1

HAZl — S0 HT 2%

FIEEICDOWT, BEODBEEICOZEDITEL &L S, 1=5#1L\ 3=%#EITnETSS 5=F0ETHARICTES

CAN-DO FEB 1R 1 2 3 435

1. BNERI TRELFSNTSNS (VL)

2. Z@EBERZIERL. AETES (U2)

3.7V VAR D, BMFELERITS (U3)
4.53L—IL TEAX—ILHEIT S (U4)

5. R K THREEMEE 5NB (US)

6. MIEIDNBZEHTES (U6)

1.7z 2%88 - IBF - BETHATES (UT7)
8. REIZ TEICIREETES (US)

9. LI ZIFATERZ5IEHES (U9)

10. BifR - X3z - BFREEBICX TE B (U10)

11. BR - B#l - REEZHEIL T RSN S (UL1)
12. B#%ZRLTREL. BHZEHATES (U12)
13. 56D - A% - WO X THEARICKEETE S (U13)
4. Bz fe®d. REIOBREZ RO SN S (Ul4)

15. <KD T #O—X—ILNTES (UL5)

WEAKEST 3 UNITS

ROED | RBAMED o7 E32Zy b ZEFEEHL. ROR—ZOF v LU IITENLEL & S0

O0O0O0OO0O0
O0O0O0O0O0
O0O0O0OO0O0
O0O0O0O0O0
O0O00OO0O0
O0O000O0
O0O00O0O0
O0O0O0O0
O0O00O0O0
O0O0O00O0
O0O0O00O0
O0O00OO0O0
O0O00OO0O0
O0O00O0O0
O0O00O0O0

STRONGEST 3 UNITS

MY MEETING ENGLISH GOAL

MEETING ENGLISH
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PART 4 - CHALLENGE

Your Challenge Path

BREGHDF v L ikt

2

STEP 1 +5wsd (18E]) Z&ER — REOAFISEVEHDZELD
TRACK A TRACK B TRACK C
Chair #1785 Contributor ¥5 -« 2% Client-facing #HAh 51t

SEZ IR - #TY 3105, Unit3,
5-8,10, 12-15 ZERMI,
KEZERWIC,

STEP 2 LARILEER —RBIDOLARILD 5] ICHR2F=ERA

LEVEL 1

Culded BEMES 5 3, 0K, SIBRBSRS ISR £ Ao

LEVEL2 —  #=TJL—=XZI%ZRT. BROSETOLIFT
Foble BA0RE 3, BERERICEREL £ 5.

LEVEL 3

RAIFEERE e lERRICIS LT L 7

STEP 3 SwiarvaEERN —RFSvI X LA

TRACK A — Chair TRACK B — Contributor

BMEL LTEREZBAR, BETS
73, Unit9, 11,12 ¥ SARFEDHRE

B X BN R DREEZEYT
3135, Unit2,4,14 & External
Meetings % & mHIC,

AZvy bOETILREDSLA - BfY - #FEZ. RROBSOARICESRATELET. 7L-XZRAd

wLET, N— b F—RI>FENADERPRIGZERL F

FHRTIC. FBEFACREFTITVET, N—FFr—EFELVEMNE (BO - BiiR - RABR) 2&ELC. &

TRACK C — Client-facing

PNEOES|%ZDZ. BEBNEEDTRLO—EZIEZ5

EHDRERRES (confirm) LANS. MEIDAEZED S

HLVWBRLZTHEICHD AL S, AEZTLTEEZE?

LEVEL1 EEOEFRZORHE~ BOOBEUEEDERE.
TOIVAHBERET R c ETH - BEDIET
75 (39) RETS
LEVEL2 EEH EhiZET. & LIOR=RIC. BE-R
EERLTREL. 22 BRI REE0RNT
UEKEET D o S U
LEVEL3 &9 23A - H2A - BFrRUERLT T8
LT B2ANNZRE PHEHDEEZRFE THT
. 159 TREBEETET T3
ERA)
MY CHOICE
TRACK - LEVEL
MY MISSION

MEETING ENGLISH
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PART 4 - CHALLENGE

3 My Real Meeting Sheet

ERO = EMIC, BT OREEZ DL S

MEETING 2% - B8

PURPOSE H®

PARTICIPANTS &i1&

MY ROLE BS D& &l

TOUGHEST MOMENT — &R 3 i5H

3 PHRASES | WILLUSE 5 7L —X

MY AGENDA DRAFT 7P I VHE (EET)

PRESENTER TOPIC

TIME PREPARATION

CONSTRAINT CARDS #FET7vTA—FK — N—FrF+—11KE5IVWTEM

TIME LIMIT
LFE57TRZ %, B+ —/\—L7c5 fall behind @
KETHEY %,

SILENT PERSON
IADE S CHE LBV, ZAT+HIN +BAMNAERN
THIEHT,

NUMBERS
BRICIIBIHF (% - 8 - BHRY) ORILZ1D
WA Bo

CHANGE OF PLAN
BHRT EHTIOAFIEILICE STl EEIFB N3, £
DZTHART .

NO SCRIPT
XEPFEEZRTIC. RN SRBRITELYS,

DISAGREEMENT
RERIZN— b F—h 0. BBENICHRST. BHREZH
WTHRRT 3.

MEETING ENGLISH
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PART 4 - CHALLENGE

4 Progress Log

HHEEF » L > VRLER

LAMIC1EL My Real Meeting Sheet] OFREZEITL. IRDIEDZEZIAHFL &S N—bF—DE5DT1—R
Ny 75 FEHRLET,

WEEK /

DATE LEVEL - TRACK WHAT WENT WELL NEXT TIME | WILL... SCORE

W1

W2

W3

W4

FEEDBACK FROM PARTNER N—kF—D5DT1—KNvY

MY NEXT STEP RDRXTFTv 7 — 4BRZEOEDAN

CHECK

O B2k (p.1) 2H5—FEfTV. FIElCDEZRERL -
O EBOLET. FARTL—X%3DULFEST

O LRLEIDEIFT LWy a Y ERELE

MEETING ENGLISH
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APPENDIX

Al Quick Reference

7L —XRRERE

PREPARE

Sorry to bother you. Do you have a minute?

I'd like to set up a meeting to discuss...

Would you be available on ... from ... to ...?

Does ... at ... work for you?

Is there anything you'd like to add to the agenda?

I'm writing to share the details of...

Thank you for coming to today’s meeting.

Let’s take a few minutes to see how everyone’s doing.

In the last meeting, we discussed... / We decided on... / We agreed to...
The purpose of today’s meeting is to...

[Name], could I have you take the minutes?

Let’s get started with...

Does anyone have any ideas regarding...?

What do you think, [name]?

Let’s get back on topic.

Let’s keep things professional, everyone.

We're starting to fall behind. Let’s come back to this at another time.
That’s a good point; however, I believe that...

This is due to the fact that... / As a result, we had better...

After careful consideration, I've decided to...

CLOSE
Could I have you ... by ..., if you don’t mind?
Let’s summarize today’s meeting. We discussed...
Does anyone have any questions before we wrap up?
How about ...? Does that work for everyone?

T'll e-mail the agenda and details...

I think we made really good progress.

Have a great day, everyone. See you at the next meeting.



APPENDIX

A2 Model Answers

TRY fa&

01 Setting the Meeting

I'd like to set up a meeting to discuss the office move. We need to think of the new layout. / ...to discuss the website
renewal. We need to think of some design ideas.

02 Finding a Time
Are you free on Wednesday at 2:15? / Does Monday, December 7 at 10:45 work for you? / Would you be available next
Friday from 4:00 to 6:30 pm?

04 Invitation E-mail GEZ LH)

Subject: Website Meeting - Wednesday afternoon

Hi all,

I hope you're having a great week.

I'm writing to share the details of our meeting about the new website.
« Date: Wednesday, [date] - Time: [time] - Place: [room]

Please let me know by tomorrow if you can attend.

Have a great day, everyone.

06 Recapping the Last Meeting

In the last meeting, we discussed the team lunch. We decided on an Italian restaurant near the station and agreed to book
a table by Friday.

07 Walking Through the Agenda

The purpose of today’s meeting is to decide next year’s training plan. First, Hiro will talk about staff feedback for 20
minutes. Then, Sara will explain the budget for 15 minutes. Next, Joe will go through training options for 30 minutes.
Finally, we'll have 10 minutes for Q&A. We have 75 minutes in total.

13 Assigning Tasks

Rina, would you mind collecting customer feedback by November 27, please? / Sam, please book the meeting room as
soon as you can. / Mika, could T have you update the manual by the end of the month, if you don’t mind?

14 Summarizing & Next Meeting

Ami can't come on Wednesday, Ben isn’t available on Monday or Tuesday, and Chika can’t come on Thursday. Friday is the
only day that works for all three. — Let’s meet again next week. How about Friday? Does that work for everyone?

15 Closing & Following Up (1)

Subject: Minutes of the Product Page Meeting - Dec. 3

Hi everyone,

Thank you for your time today. As a friendly reminder, here are our action points:

1. Send the photos by Dec. 8 - Rui 2. Check the text by Dec. 10 - Nana 3. Update the page by Dec. 15 - Taka
Please review the attached minutes. Thank you, Sho, for taking them.

Best regards,

TRYDZL 3. N— b F—OOEFRENEND/-OHE—DIERITH D FE A, LRRIF—HIE LT, RIFOEVG ZHER
LTLIETE L,
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