EMPLOYEES IN FOREIGN ENTERPRISE 

PRACTICAL DAILY-ENGLISH TALKING

外 企 人 员 实 用 日 常 英 语 会 话 
ARRANGING A MEETING
1. Dialogue

(Administration Manager David is talking with secretary Amy about the preparation for a company’s meeting.)

D: Hi, Amy, is the conference room ready for the meeting?

A: Yes, it is, and I’ve also put the minute book as well as copies of agenda on the table.

D: Do you know how to write the minute book? 

A: I know some, but not in details. Could you tell me more about it?

D: Yes, here we go. First is the heading line: Moeller Electric Equipment Co. Ltd. Then underneath is the title: Minutes of Meeting, then the attendants: Department Managers, then location: conference room 2, then date and time: 2:30pm, Friday, 28th of December, 2007. Then underneath is the present: Mr. Smith, General Manager…
A: And we have to leave a space underneath to fill in names of department managers?

D: Yes, that’s right.
A: For the body of the minutes, do I have to write down every word that the attendants speak out at the meeting?

D: No, that’s impossible and unnecessary. You just need to make a note of the topics or issues discussed and the results or conclusions out of the discussion.

A: Can you give me some idea in details what it’s going to be?

D: Yes. Whenever a topic or agenda is being discussed, there might be somebody proposing certain actions or measurements to be taken. 

A: Then what?

D: Then the chairman, here I refer to the GM, will ask all the other attendants to give their own comments or opinions as if they agree with, object to or want to make any modifications, changes or amendments to that proposal. Finally, the chairman will give a summary and make a conclusion about the concerned issues.

A: But how do I write them down?

D: You may write down as “it was agreed that …”, “it was resolved that …” or “it was concluded that …” followed by detailed processes or measurements of actions for this issue.

A: I see. Thanks for your advice.

(David is directing Amy for the reception of a group of customers to company’s meeting.)

D: Amy, the meeting is scheduled to begin at 2:00 this afternoon, have you made all necessary arrangements?

A: Yes, we’ve reserved the conference room No.2 for the meeting, and all materials used for it are ready, they include the company’s brochures, the laptop computer, the projector, the big screen on the wall and the agenda sheets.

D: Good job. Now, where shall our guests be hosted after they have arrived and before the meeting begins?
A: At the GM’s guest room. It’s clean, comfortable, spacious and well decorated.
D: The meeting is especially important. We have five VIP guests from Europe. Do you think if we can handle the language?
A: Yes, I’ve arranged a professional interpreter for the talks, and our boss is a good communicator in English. Also as I know, a couple of these guests can speak pretty good Chinese, because they are overseas Chinese.

D: In that case, we don’t need to worry too much. I guess that will become a bilingual meeting.

A: You said it.

A: Is that all?

D: Oh, no. How will you seat these guests and our attendants? I don’t want to see a mess.

A: I’ve prepared name cards to be placing on the table, so every attendant shall know where to sit by.

D: Lastly, what about the refreshments, I mean the soft drinks and snacks for our VIP?

A: I’ve already put some candies, chocolates and snacks on the sofa stands in the guest room. And I’ve also arranged a hostess to serve tea, coffee and mineral water during the meeting. 

D: That’s good enough. I really appreciate it, Amy.

A: Don’t mention it.

2. New Words, Phrases and Expressions:
preparation [            ] 准备

conference room [            ] 会议室

minute book [             ] 会议记录本

agenda [              ] 议程

heading line [             ] 首行，标题

underneath [            ] 下面

present [            ] 出席

attendant [            ] 出席者

impossible [              ] 不可能的

unnecessary [              ] 不必要的
issue [              ] 问题，议题

to resolve [           ] 解决

comment [            ] 评论

conclusion [              ] 结论
concerned [           ] 相关的，有关的
in details [              ] 详细地

to propose/proposal [              ] 提议
amendments [          ] 补充
brochure [          ] 小册子

projector [        ] 投影仪

reception [            ] 接待
overseas Chinese [          ] 海外华人

bilingual [              ] 双语的
especially [          ] 特别地
mess [           ] 混乱

interpreter [            ] 口译员
refreshment [             ] 小点

hostess [            ] 女招待

mineral [            ] 矿物
space [            ] 空

object [             ] 反对

conclusion [           ] 结论
summary [           ] 总结

modification [          ] 修正

measurement [          ] 措施

mention [         ] 提及

3. Sentence Patterns and Expressions

to place … on …将。。。放在。。。
be ready for… 将。。。准备好
to leave a space空留位置

to speak out 讲出来
to agree with 同意

to object to反对

to make a conclusion about 对。。。作出结论
to give a summary 做总结

to make modification 做修正

to take measurement 采取措施

you said it 你说对了

don’t mention it! 没什么

sofa stand 沙发茶几
VIP/very important people 贵宾

4. Text Translation in Chinese

安 排 会 议
（行政部经理大伟与秘书艾美交代关于一次公司会议的准备工作）
D: 嗨，艾美，开会的会议室准备好了吗？
A: 是的，准备好了，另外我也已经把会议记录和议程的复印件放在会议桌上了。
D: 你知道怎么写会议记录吗？
A: 我知道一些，但不具体。你能再给我多谈一些吗？
D: 好的，我这就给你讲。首先是标题：穆勒电器有限公司；然后下面是题目：会议记录；再下面是出席会议者：部门经理；然后地点：公司第二会议室；然后是日期和时间：二点三十分，星期五，2007年12月28日。然后是出席人：史密斯先生，总经理。。。
A: 还有，我们应该在下面留下空间填写部门经理的名字对吧？
D: 对，是这样的。

A: 关于会议记录的正文，我是不是需要记下会议参加者在开会时所讲的每一句话？
D: 不，那不可能也不必要。你只要记录讨论的题目或事情以及从讨论所获得的结果或结论。
A: 你能不能给我关于那应该是怎么样的详细意见？
D: 好的。无论何时一个题目或议题被讨论了，就有可能某人提出某些应该采取的行动或措施。
A: 然后怎么样呢？
D: 然后会议主席，我这里所指的是总经理，将会要求所有其他出席者提供对于该项提议是否同意、反对或要做出任何修正、更改或补充的评论或意见。最后，会议主席将就关心的话题做一个总结或下一个结论。
A: 但我怎样把它们写下来呢？
D: 你可以这样写：“与会者同意。。。”，“解决办法为。。。”或“结论为。。。”，接下来要详述对于该项议题的行动程序和措施。
A: 我知道了。谢谢你的指导。
(大伟正在指导艾美如何接待来公司开会的一批客人)

D: 艾美，会议定于今天下午二点开始，所有必要的安排你都做好了吗？

A: 是的，我们已经为开会预订了第二会议室，所有会议所用的材料也准备好了，它们包括公司小册子，手提电脑和投影仪，墙上的大屏幕和议程单。
D: 做得很好。那么，我们的客人在到达公司后和会议开始前在哪里被接待啊？

A: 在总经理接待室。那里干净，舒适，宽敞而且装修得很好。
D: 这次会议特别重要。我们有五位来自于欧洲的贵宾。你觉得我们能对付语言问题吗？

A: 是的，我已经为这次会谈安排了一位口译员，同时我们老板也是一个优秀的英语沟通者。另外据我所知，这些客人中有几个会说很好的中文，他们是海外华人。
D: 如果是这样的话，我们不必太多担心。我想这将成为一次双语会议。
A: 你说对了。

A: 就这些了吗？
D: 哦，不。你怎么给这些客人和我们自己的参加者安排座位呢？我可不愿意看到乱糟糟的。
A: 我已经准备了名片卡放在会议桌上，所以每一个与会者都会知道靠在哪儿坐。
D: 最后，有没有小吃，我是指给客人准备的饮料和点心？
A: 我已经在接待室的沙发茶几上放了些糖果、巧克力和小点。另外我还安排了一名接待小姐在会议期间提供茶水、咖啡和矿泉水的服务。
D: 这够好的了。我真的要谢谢你，艾美！
A: 不用客气。
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