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TAKING PART IN MEETINGS



PARTICIPATING IN MEETINGS

When it comes to participating in meetings. Individually, 
there are 4 main functions you need to be able to do:

1.MAKE SUGGESTIONS
2.GIVE OPINIONS
3.AGREE
4. DISAGREE



MAKING SUGGESTIONS



GIVING OPINIONS



AGREEING



DISAGREEING







A MEETING: AN EXAMPLE



PRACTICE



HOW WOULD YOU SAY THESE SENTENCES IN ENGLISH?

A: Dobar dan svima! Ako ste spremni, moģemoda poļnemo. Ģeleobih prvo da sezahvalim DģekuPitersonu

ġtonam sedanaspridruģio.

B: Hvala Vamaġtosteme pozvali. Radujem sedanaġnjemsastanku.

A: Voleobih da vam predstavim i svoju asistentkinju Margaret Simons.

C: Drago mi je da samdanasovdesavama.

A: Dakle, danassmoovdeda bismo diskutovali opoboljġanjuprodaje naġihproizvoda natrģiġtimau ruralnim

oblastima. Najpre bih ģeleoda vaspitam kakvo je vaġemiġljenjepo tom pitanju .

B: Ako menepitate, ja smatram da smo sepreviġefokusirali na gradove i da sadamoramo da plasiramo ġto

viġeproizvodamoģemonatrģiġtau ruralnim podruļjima. Da li seslaģetesamnom?

C: Ja seu potpunosti slaģem. Smatram dapotroġaļiiz ruralnih podruļjaģeleda seoseĺajujednakovaģnikao

i potroġaļikoji ģiveu gradovima.

A: Upravo tako. Mislim da sesvi slaģemokada je ova tema u pitanju . Uzimajuĺiu obzir sveġtosmopokrili na

ovom i prethodnom sastanku,smatram da zaista treba da sepotrudimo da plasiramoġtoviġenaġihproizvoda

na njihovo trģiġte. Da li neko ima neġtoda doda?

B: Da. Ja samoģelimda dodamda je naġimtimovima za ruralna podruļjapotrebnoviġeinformacija o samom

trģiġtu.

A: Naravno, na tometakoĽemoramo da radimo.Odliļanpredlog. Da li joġneko ima neġtoda doda?

C: Ne,sveje jasno.

A: U redu.Poġtonam ponestajevremena,moģemodazakljuļimosastanak. Hvala svimaġtostedoġli.



KEY



A: Dobar dan svima! Ako ste spremni, moģemoda poļnemo. Ģeleobih prvo da sezahvalim DģekuPitersonu ġto

nam sedanaspridruģio.

Good afternoon to everybody! If you are ready, we can start. First, I would like to thank Jack FOR joining us today.

(thank somebodyfor + ing na glagol)

B: Hvala Vamaġtosteme pozvali. Radujem sedanaġnjemsastanku.

Thank you for inviting me. Iômlooking forward to todayôsmeeting. (Iômhappy/pleasedto be here/Itôslovely to be

here)

A: Voleo bih da vam predstavim i svoju asistentkinju Margaret Simons.

I would like to introduce my assistant(secretary) M.S.

C: Drago mi je da samdanasovdesavama.

Iômglad to behere with you.

A: Dakle, danas smo ovde da bismo diskutovali o poboljġanjuprodaje naġihproizvoda na trģiġtimau ruralnim

oblastima. Najpre bih ģeleoda vaspitam kakvo je vaġemiġljenjepo tom pitanju .

So,today we are here to discussthe improvement of the salesof our products in the markets in rural areas. First of

all, I would like to ask you about your opinion related to this topic/issue/problem/question. (Would you like to share

your thoughtswith us? I would like to hear your opinion about this.)

Today, I am here to discussthe statusof our transfer. Namely, a problem related to é. occurred. (Namely, there has

beena problem that I would like to discusswith you.)



B: Ako mene pitate, ja smatram da smo sepreviġefokusirali na gradove i da sada moramo da plasiramo ġtoviġeproizvoda moģemona trģiġtau ruralnim

podruļjima. Da li seslaģetesamnom?

If you ask me/From my perspective(point of view)/ As far asIômconcerned, I think that wehavebeenfocusedon cities too much, soweshould launch/placeasmany

products aswecan on the markets in rural areas. Do you agreewith me?(Is it fine for you? Would you agreewith me?Do you sharemy opinion?)

C: Ja seu potpunostislaģem. Smatram dapotroġaļiiz ruralnih podruļjaģeleda seoseĺajujednakovaģnikao i potroġaļikoji ģiveu gradovima.

I completelyagree. I think consumersfrom rural areaswant to feel asimportant as(equally important as)consumersfrom cities.

A: Upravo tako. Mislim da sesvislaģemokada je ova temau pitanju . Uzimajuĺiu obzir sveġtosmopokrili na ovomi prethodnom sastanku,smatram da zaistatreba

da sepotrudimo da plasiramoġtoviġenaġihproizvoda na njihovo trģiġte. Da li neko ima neġtoda doda?

Exactly. I think that we all agree when it is about this topic/ when it comesto this topic (with respect to this topic/regarding this topic). Taking into account

everything we coveredin this and the previous meeting, I think we should try to placeasmany products aspossibleon their market. Doesanyonehaveanything to

add?

B: Da. Ja samoģelimda dodamda je naġimtimovima za ruralna podruļjapotrebnoviġeinformacija o samomtrģiġtu.

Yes, I just want to add that our teamsfor rural areasneedmore information about the market itself.

A: Naravno, na tometakoĽemoramo da radimo. Odliļanpredlog. Da li joġneko ima neġtoda doda?

Of course, weneedto work on that aswell. A goodproposal/suggestion. Doesanyoneelsehaveanything to add?

C: Ne,sveje jasno.

No, everything is clear.

A: U redu. Poġtonam ponestajevremena,moģemodazakljuļimosastanak. Hvala svimaġtostedoġli.

Fine. Sinceweôrerunning out of time, wecan closethe meeting. Thank you everyonefor participating .



MAKING ARRANGEMENTS ON 

THE TELEPHONE



Before having a meeting, you should take
care of arranging it! As it usually happens
through a call, pay attention to the
following content to pick up some ideas . J



A REMINDER

Donõt forget to use future tenses correctly! Sometimes, you 

might need to use present tenses ðthe present simple or 

continuous. 





PRACTICE



HOW WOULD YOU SAY THESE SENTENCES IN 

ENGLISH?

A: Wiener Re, dobar dan. Kako moguda Vam pomognem?

B: Dobar dan. Da li moguda dobijemVaġegġefa, molim?

A: Povezujemvasé Bojim se da je linija zauzeta. Da li ģeliteda 

saļekateili ģeliteda pokuġateponovokasnije?

B: Pozvaĺuponovokasnije. Koja je njena direktna linija ?

A: Njena direktna linija je 564-3809.

B: Hvala. DoviĽenja.



HOW WOULD YOU SAY THESE SENTENCES IN 

ENGLISH?
A: Wiener Re, dobar dan. Kako moguda Vam pomognem?

B: Dobar dan. Da li moguda dobijemVaġegġefa, molim?

A: Povezujemvasé Bojim se da je linija zauzeta. Da li ģelite

da saļekateili ģeliteda pokuġateponovokasnije?

B: Pozvaĺuponovokasnije. Koja je njena direktna linija ?

A: Njena direktna linija je 564-3809.

B: Hvala. DoviĽenja.

A: Wiener Re, good afternoon. How can I help you?

B: Good afternoon. I would like to speak to your boss, 

please.

A: I am putting you through to himé Iõm afraid the lineõs 

busy. Do you want to hold or would you like to call 

back later?

B: Iõll call back later. Whatõs her direct line?**

A: Her direct line is 564 -3809.

B: Thanks. Goodbye.



MANAGING MEETINGS & COMPLAINING ON THE TELEPHONE



MANAGING MEETINGS



MANAGING MEETINGS

1. B 2. I 3. D 4. L 5. F 6. H 7. C 8. J 

9. G 10. K 11. E 12. A









COMPLAINING ON THE TELEPHONE







NEGOTIATING & DECISION-MAKING



NEGOTIATING













PRACTICE







DECISION-MAKING











PROBLEM-SOLVING







PRACTICE







Where there is problem -solving, there are 
also agreements and disagreements! 





How would you say these sentences in 

English?

A: PoslednjiƛȊǾŜǑǘŀƧo ƎƻŘƛǑƴƧŜƳprometu pokazujeda je ŘǊŀǎǘƛőƴƻopaood ǇǊƻǑƭŜgodine. 

Mislim da moramoda ǳƭƻȌƛƳƻǾƛǑŜu obukuzaposlenih.

BΥ bŜ ōƛƘ ƳƻƎƭŀ ǾƛǑŜ Řŀ ǎŜ ǎƭƻȌƛƳ ǎŀ ǘƻōƻƳΦ {ƳŀǘǊŀƳ Řŀ ōƛ ƛƳ ƻōǳƪŀ ǇƻƳƻƎƭŀ Řŀ ŜŦƛƪŀǎƴƛƧŜ 

ƻōŀǾƭƧŀƧǳ Ǉƻǎŀƻ ƛ ǇƻǾŜŏŀƧǳ ǇǊƻŦƛǘ ƪƻƳǇŀƴƛƧŜΦ

A: Upravo tako.

/Υ .ƻƧƛƳ ǎŜ Řŀ ǎŜ ƴŜ ƳƻƎǳ ǎƭƻȌƛǘƛ ǎŀ ǾŀƳŀΦ bƛƧŜ ǎŀƳƻ ǇǊƻōƭŜƳ ǳ ȊŀǇƻǎƭŜƴƛƳŀΣ ǾŜŏ ƛ ǳ ƭƻǑƻƧ 

reklami proizvoda. 

!Υ tƻǘǇǳƴƻ ǎƛ ǳ ǇǊŀǾǳΦ ¢ǊŜōŀ ŘǊǳƎŀőƛƧŜ ƻǊƎŀƴƛȊƻǾŀǘƛ ƳŀǊƪŜǘƛƴǑƪƻ ƻŘŜƭƧŜƴƧŜ ƛ ǇƻōƻƭƧǑŀǘƛ 

strategije za pakovanje i reklamiranje proizvoda.

BΥ tǊŜǘǇƻǎǘŀǾƭƧŀƳ Řŀ ƧŜ ǘƻ ǘŀőƴƻΦ aŜŚǳǘƛƳΣ ƳƛǎƭƛƳ Řŀ ƻōǳƪŀ ǘǊŜōŀ Řŀ ƴŀƳ ōǳŘŜ ǇǊƛƻǊƛǘŜǘΦ

/Υ bŜ ǎƭŀȌŜƳ ǎŜ ǳ ǇƻǘǇǳƴƻǎǘƛΦ tƻ ƳƻƳ ƳƛǑƭƧŜƴƧǳΣ ǘǊŜōŀ Řŀ ǳƎƻǾƻǊƛƳƻ ǎŀǎǘŀƴŀƪ ƛ 

diskutujemo o tome da bismo postigli kompromis.

BΥ !ǇǎƻƭǳǘƴƻΦ ¢ƻ ƧŜ ǎƧŀƧƴŀ ƛŘŜƧŀΦ bŀŘŀƳ ǎŜ Řŀ ŏŜƳƻ ƴŀ ƪǊŀƧǳ Ǉƻǎǘƛŏƛ ŘƻƎƻǾƻǊΦ



A: PoslednjiƛȊǾŜǑǘŀƧo ƎƻŘƛǑƴƧŜƳprometu pokazujeda je ŘǊŀǎǘƛőƴƻopaood ǇǊƻǑƭŜgodine. Mislim da moramoda ǳƭƻȌƛƳƻǾƛǑŜu obuku

zaposlenih.

A: The latest report on annual turnover shows that the turnover has fallen drastically since last year. I think we need to invest in the 

training of employees more.

BΥ bŜ ōƛƘ ƳƻƎƭŀ ǾƛǑŜ Řŀ ǎŜ ǎƭƻȌƛƳ ǎŀ ǘƻōƻƳΦ {ƳŀǘǊŀƳ Řŀ ōƛ ƛƳ ƻōǳƪŀ ǇƻƳƻƎƭŀ Řŀ ŜŦƛƪŀǎƴƛƧŜ ƻōŀǾƭƧŀƧǳ Ǉƻǎŀƻ ƛ ǇƻǾŜŏŀƧǳ ǇǊƻŦƛǘ ƪƻƳpanije.

B: I ŎƻǳƭŘƴΩǘagreemore. I believethe training would help them do work more efficiently andboost theŎƻƳǇŀƴȅΩǎprofit.

A: Upravo tako.

Exactly.

/Υ .ƻƧƛƳ ǎŜ Řŀ ǎŜ ƴŜ ƳƻƎǳ ǎƭƻȌƛǘƛ ǎŀ ǾŀƳŀΦ bƛƧŜ ǎŀƳƻ ǇǊƻōƭŜƳ ǳ ȊŀǇƻǎƭŜƴƛƳŀΣ ǾŜŏ ƛ ǳ ƭƻǑƻƧ ǊŜƪƭŀƳƛ ǇǊƻƛȊǾƻŘŀΦ 

C: LΩƳafraid I ŎŀƴΩǘagreewith you. It is not only about the employeesbut it is about the badmarketing, too.

!Υ tƻǘǇǳƴƻ ǎƛ ǳ ǇǊŀǾǳΦ ¢ǊŜōŀ ŘǊǳƎŀőƛƧŜ ƻǊƎŀƴƛȊƻǾŀǘƛ ƳŀǊƪŜǘƛƴǑƪƻ ƻŘŜƭƧŜƴƧŜ ƛ ǇƻōƻƭƧǑŀǘƛ ǎǘǊŀǘŜƎƛƧŜ Ȋŀ ǇŀƪƻǾŀƴƧŜ ƛ ǊŜƪƭŀƳƛǊŀƴƧŜproizvoda.

A: ̧ ƻǳΩǾŜgot the point. TheMarketing Department shouldbe organiseddifferently, andthe strategiesfor packingandadvertisingproducts

shouldbe improved.

BΥ tǊŜǘǇƻǎǘŀǾƭƧŀƳ Řŀ ƧŜ ǘƻ ǘŀőƴƻΦ aŜŚǳǘƛƳΣ ƳƛǎƭƛƳ Řŀ ƻōǳƪŀ ǘǊŜōŀ Řŀ ƴŀƳ ōǳŘŜ ǇǊƛƻǊƛǘŜǘΦ

B: I assumeǘƘŀǘΩǎright. However, I believethe training shouldbe our priority.

/Υ bŜ ǎƭŀȌŜƳ ǎŜ ǳ ǇƻǘǇǳƴƻǎǘƛΦ tƻ ƳƻƳ ƳƛǑƭƧŜƴƧǳΣ ǘǊŜōŀ Řŀ ǳƎƻǾƻǊƛƳƻ ǎŀǎǘŀƴŀƪ ƛ ŘƛǎƪǳǘǳƧŜƳƻ ƻ ǘƻƳŜ Řŀ ōƛǎƳƻ ǇƻǎǘƛƎƭƛ ƪƻƳǇǊƻƳƛǎΦ

C: I partially agree. In my opinion, we shouldarrangea meetinganddiscussthat to reacha compromise.

BΥ !ǇǎƻƭǳǘƴƻΦ ¢ƻ ƧŜ ǎƧŀƧƴŀ ƛŘŜƧŀΦ bŀŘŀƳ ǎŜ Řŀ ŏŜƳƻ ƴŀ ƪǊŀƧǳ Ǉƻǎǘƛŏƛ ŘƻƎƻǾƻǊΦ

B: Absolutely. ¢ƘŀǘΩǎa great idea. I hopeǿŜΩƭƭreachanagreementin the end.



Think about the situations where you need to express 
your opinion, and give it a try in English! J



EMAILS
FORMAL AND INFORMAL



Whatõs your opinion about 
emails? J



Whatõs your impression about the following phrases? 

Which ones are less formal? Why?





Who do you address in formal and 
informal emails? J

This is what the tone of your email 

depends on.

WHO IS THE AUDIENCE?



DIFFERENCES BETWEEN FORMAL AND INFORMAL EMAILS

The truth is that many of the emails you write in English mix the formal and the informal.
With an informal email, rambling and talking about how things are going is okay!
But with a formal email: Stick to the point as much as you can.

In a formal English email, you should avoid:

Á Incomplete sentences

Á Run-on sentences

Á Long, complicated sentences

Á Grammatical errors

Á Stories or anecdotes

Á Jokes

Á Inspirational quotes, unless theyõre essential

Á Long, unbroken paragraphs of more than three lines

Á Emojis or emoticons

Á Words like ògonna ó or òwanna .ó

Á Too many (or any) exclamation points

Keep it concise and direct . You want to make sure that everything in your email belongs there.



INFORMALEMAILS



Weusuallywrite informalemailsto friends,family,or
peoplewe know really well. We alsowrite informal
emails to quickly communicate a piece of
informationor sharethingswith our co-workers.



HOW-TO: THE COMPOSITION OF AN INFORMAL EMAIL

1. WRITE A FRIENDLY SUBJECT LINE
Thesubjectline still mattersin an informalemail,but you
canusea friendliertone:
ÅIŜǊŜΩǎtheschedule
ÅIŜǊŜΩǎthevideoyouaskedabout
ÅCheckout thisarticle!
ÅReadthis!

2. START WITH A CASUAL GREETING
WhenǿŜΩǊŜgreetingsomeonein an informal email, we ŘƻƴΩǘ
needto worry somuchaboutwhat we say. We canusea casual
άƘŜȅΣέorάƘƛΣέor we canjust addressthem by name. Wecanalso
usemoreexclamationpointsor emoticonsto expressexcitement
andfriendliness:
ÅHey[Name],
ÅHi[Name],
ÅHeythere!
ÅHi!
ÅHey!



3. WRITE THE BODY OF THE INFORMAL EMAIL
Whenit comesto the bodyof an informalemailin English,
we canwrite asmuchor aslittle aswe want. But, in terms
of practicality,think about your reader. Youstill want to
savethemtime,soƛǘΩǎbestto beasbrief asyoucan.
ÅIŜǊŜΩǎthescheduleyouaskedfor.
ÅIŜǊŜΩǎthevideo. Hopeyouenjoyit!
ÅTheƳŜŜǘƛƴƎΩǎat 5:00pm. Seeyouthere!
ÅCanyousendmethat fileagain?Thanks!

4. HOW TO END AN INFORMAL EMAIL
In an informal email, ŘƻƴΩǘworry too much about the
closing!Youcanusethesefriendlysign-offs:
ÅSeeyoulater,
ÅTakecare,
ÅSeeyousoon,
ÅThanks,
ÅHappyFriday,
ÅHavea goodweekend!



DOõs and DONõTõs



DOõs

DONõTõs



INFORMALEMAIL SAMPLES



INFORMAL EMAIL EXAMPLE 1

Hey Anya,
¢Ƙŀƴƪǎ ŦƻǊ ǘƘŜ ƴƻǘŜǎΦ ¸ƻǳΩǊŜ ǘƘŜ ōŜǎǘΗ
See you later,
Kira

INFORMAL EMAIL EXAMPLE 2

Hi Nancy!
²Ŝ ƭƻǾŜŘ ǎŜŜƛƴƎ ȅƻǳ ŀǘ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜΦ [ŜǘΩǎ ŎŀǘŎƘ ǳǇ ǎƻƳŜǘƛƳŜ ǎƻƻƴΦ ²ƘŜƴ ŀǊŜ 
you free?
Take care,
Joann




