Learning English through Workplace Communication


Supplementary Materials 6b

Meetings – functions and language
	Getting the Chairperson's attention 

(Madam / mister) chairperson

May I have a word?
	Giving opinions

I'm positive that...

I (really) feel that...

In my opinion…


	Commenting

That's interesting.

I never thought about it that way.

	Asking for opinions

Do you (really) think that…?

How do you feel about...?

	Disagreeing

Unfortunately, I see it differently.

Up to a point I agree with you...

	Agreeing

I totally agree with you.

That's (exactly) the way I feel.

	Asking for verification

You did say next week, didn't you?

Do you mean that...?

Is it true that...?
	Correcting information

Sorry, I think you misunderstood what I said.

Sorry, that's not quite right.

I'm afraid you don't understand what I'm saying.

That's not quite what I had in mind.


	Asking for repetition

Could you repeat what you just said?

I didn't catch that.

I missed that.
	Asking for contributions

We haven't heard from you yet, (name of participant).

What do you think about this proposal?


	Asking for clarification
I don't quite follow you. What exactly do you mean?

I'm afraid I don't understand what you mean.
	Keeping the meeting on target (time, relevance, decisions)

We’re running short of time.

Well, that seems to be all the time we have today.

Please be brief.

Let’s get back on track, shall we?

Are we ready to make a decision?
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