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Get ready!

' Before you read the passage,
talk aboul these guestions,

1 What are the challangas and
responsibl
meetng?

2 ‘Whal are some behaviors that
would oe considered rude at a
maeling?

Reading

.mmmn the bleg from a business

website. Then, read the
summary of the dialogue. Fill
in the blanks with the correct
words from the word bank.

WO d I —

mzm_m_.n_ COMMon
4 unproductive state

Tha wrler belisves that mestngs
are | hecause peopka
argue anc don’l histen. The wnler
racommends 1hal peops say somy
| ey cannot 2 a
rmeabng They should 3

b opinions ust ohce and wse
4 language

Enme meetegs are realy . ‘ 3 . ;
talk over alhers and dor'l istan, Gensaauenily, _jmm.__:nﬁm ﬂaa
3 ' i o o | e - £

an ard an. This wouldns happen i businpsses had a sal 0
moating rdes. Instead, mee A
grarl! Hera ara iy sugpestons for meating elicuetie

gend your apologies if you cannc attend. Your colleagues
. ?

statn your opinlen’
— -

e® Business blog |

s unproductive. Peope bicker - tney

rreatings would be sefl procuctive and

mray D waiing lor you S0 they can slarl the meeling ’
& Slate your opinion oo anly, | #'s a good idea. people W
take note. Thares no e to repeal yoursell.

g al =18 ool up Wil 11
- | W [y 2, t inter 8 r -]
Yok disagres il s :

nthiar person UnEnes apeaking, and tnen £

] i i o & may not be speciaists in
Diont use jargen. Your coleagues may [ ;
; ot freid, 5o they wil nead to rep asking for mun_.,._._m:n_._m.
.__._.__m wastes time, Talk n eyeryday [Bnouage so that

avarybody can understand.

Vocabulary

@ Choose the word that is closest in meaning to the

underlined part,

1 Write a messags sayng somy i you carnol atlend
\h Slale your pprian
(B _Send your apologis

€ Ask for an explanafion

2 |t B unprodessional 10 argue in an immalee way dunrg meatings

A interrupt *B disagrea _"M.m...,"__u.n. war
3 11s nude to fak when other people ara taking
A repeal yoursell

mm talk cver other people

C take rote of ather peaple

4 During maetrgs Jane says the sama thing again and again

..,‘f.u A rapoats hersel B disagrees

Yy S nlerups

best fit in the blanks.

1 L
1 objection | jargon

Does B have aln) P 1o this suggestion?
s anyone have E.q._nmh.mﬁ o this suggastion

A

Al 1

2 waste lime / lake nole

||.__ - af any impartant changes,

Dot = anguing, )
1 a2

3 ask for an explanation / slale your opinion

It is rmportant to 7 if tha material is confusing,

. Read the sentence pairs, Choose where the words

— shoukd only be used il evaryane understands it

Please do mot 2= wunll the chairman invites you 10 do 5o

© & Listen and read the text again. What did you learn

about meeting etiquatte?

Listening

_. & Lislen lo a conversation between an employes
and a manager. Mark the following slatements as true

(T) or false (F).

3 _\'.

1 4.11 The woman feels the mestngs are ral productive,
2 _f The man wania pecple 10 speak less in meetings.
N3 .”m..l._ he man will write a sat of nules for meatings,

@ G Listen again and complete the conversation.

Employee: I1's these _._.__md.z:.m,a. Thy're really gatting 1 %
U Triroess : Y
Manager: Whal do you mean? ,  pni g wh
Employes: People always 2 GRS U0 astes sc

mich time, get | i
Manager: | disagroo, | want 10 3
have an objection
Employes: That's good. But they shauldn't 4
poople or repeal hemsabas ovar and over
Manager: Chkay, | agres with that,

s\

Employea: Alao, it might halp if we asked the enginears to use
less 5 Lurifli- We Inse & Io1 of time just asking what

cerlan words mean, b
: Pt
Manager: Maybo wo need to 6 25"
far meating etiguatte. ' LT

pacpla 1o speak i thoy

E:::M ;

u____.__z_.. a pariner, act out the

—roles balow, based on the
dialogue from Task 7. Then
swilch roles.

USE LANGUAGE SUCH AS:

It wasias 20 much e

We lose a lof of ime ...

Maybe wa naed Io .

Student &: You have ideas to
improve meetrgs. Talk to Student
B aboul

& usa ol time

o prodlems and benawors

®  suggestions

Sludent B: You ae a manager.
Talk tex Student & sheut improving
maalings.

.\ .v_.__r.. .__._.J___,_.. _.r__._r
You are a manager, Use the

= conversation from Task & and
the blog to wrile new meeting
eliquette guidelines for your
team (100-120 words). Talk
about:

« Whal & sheakd da if
thay carcol allan
mesating

= What stalf should
oo i they Fave an
chypeiion

& What languace
staft shaould
usE in




