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 Vocabulary Builder 



Meetings 



Starting a meeting 
Right./Let´s get 

started. 

Ok, let´s get down to 

business. 

The purpose of this 

meeting is… 

The reason why we´re 

here today is… 
[1] 



Expressing an opinion 
I think/I feel… 

From my point of view… 

Obviously/Of course… 

Actually/In fact… 

Apparently/It seems that… 

To be honest/Frankly… 



Building an argument 
First/Second/Lastly… 

In general…, although… 

On the whole…, but… 

So/Therefore… 

Because of this… 

In relation to… 

In terms of… 



Showing an interest 
Right./Exactly./Of course. 

Did you? Are they? Was it? 

Really?/That´s interesting. 

That´s fantastic!/That´s wonderful! 

Oh dear./That´s a pity! 



Agreeing 
Right. 

That´s right. 

Absolutely. 

Exactly. 

Yes, good point. 

Yes, good idea. 
[2] 



Disagreeing 
That´s true, but… 

I can see what you´re saying, but… 

Really? Do you think so? 

But what would happen if…? 

I´m not sure about that. 



Managing the conversation 

Right. Now what about…? 

OK, shall we move on to discuss…? 

What do you think? 

What about you? 

Sorry, can I just say something? 

Can I just finish my point? 

Perhaps we can come back to this later? 



Make meaning clear 
What I mean is… 

What I´m trying to say is… 

My mistake. I should have said… 

Can you say a bit more about that? 

Can you be a little more specific? 

You say difficult. What exactly do you 
mean by that? 



Suggestions 
We could… 

You should… 

What about … (+ing) 

Shall we… 

Let´s… 

Why don´t we…? 

I think that would work very well. 



Finishing a meeting 
Right./So./Anyway… 

I think that´s as far as we can go today. 

We seem to be done for today. 

Thank you for coming today. 

That´s all for today. 



Action points 
So, what are the next steps? 

I think the best way forward is… 

Julie, can we leave you to prepare an 

action plan to discuss it at the next 

meeting? 

So, before the next meeting I´m going 

to… and you´re going to… 



Task 1 
 Match the beginning and end of each phrase: 

 Because   well as that 

 Of    the whole 

 In    course 

 In     fact 

 Shall   of this 

 As    seems that 

 On    be honest 

 It    terms of 

 To    we 
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