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Complete this form, and then discuss your answers with the group.  
Activity 

 

Name:            

Department:           

1. I’m taking this course because …  

           

           

2. My experience with teleconferences in English is …  

           

           

3. In the future, I expect to need English for …   

           

           

4. The most challenging things about teleconferences in English are …  

           

           

           

5. By the end of this class, I'd like to improve my ability to …  

           

           

6. Other comments or ideas?   

          

          

           

YOUR EXPERIENCE AND NEEDS 
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MEETING & DISCUSSION STYLE 

1. When was the last telephone 

meeting you had? How often do 

you have them?  

2. What types of teleconferences 

do you have? How do you 

prepare for them?  

3. What problems might you have 

in this type of meeting? 

4. How would you prepare for this 

type of meeting?* 

Look at these two meeting types. How do they differ? In groups or pairs, 

discuss the questions.  

Activity 

 

TELECONFERENCING: AN INTRODUCTION 

PRESENTING INFORMATION AND Q&A STYLE 

1. What problems might you have in this 

type of meeting? 

2. How would you prepare for this type of 

meeting?* 

* Refer to “Teleconferencing Tips” on page 8 for ways to prepare.  
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MEETING VS. TELECONFERENCING LANGUAGE 

Phrases 

 

Match the functions below with all the phrases above. The first one has 

been done for you. You can use each function more than once.  

Activity 2 

 

1. Introductions 

2. Disagreeing 

3. Agreeing 

4. Clarifying 

5. Confirming 

6. Closing a meeting 

7. Making suggestions 

PHRASE  FUNCTION 

a) This is Mai from Human Resources in Japan.       1  

b) That seems reasonable.         

c) Could you explain that in more detail, please?              

d) I see what you’re saying, but…         

e) This is Koji Suzuki, I’ve just joined the Japan group.          

f) I’m sorry, but I don’t really agree with that.         

g) Let’s have our next call at 8:00 a.m. on the 18th.         

h) The next meeting will be at 10:30 a.m. Tokyo time.         

i) Why don’t we raise our prices by 5%?          

j) Tim here. Could I just confirm what you said?         

Teleconferencing is similar to face to face meetings. However, there are 

certain phrases that are key to holding successful and well-organized 
teleconferences. Check () the 5 phrases that should ONLY be used in 

teleconferences. 

Activity 1 
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MEETINGS: A REFRESHER 

What helps to make meetings productive? Write some ideas below and 

discuss your list with a partner. 

Activity 1 

Discussion 

MAKING SUGGESTIONS 

Why don’t we donate blood at the Red Cross?  

How about donating blood at the Red Cross?   

Couldn’t we donate blood at the Red Cross?  

GIVING OPINIONS 

I think donating time would be more popular.  

I feel that donating time would be more popular.  

In my opinion donating time would be more popular.  

DISAGREEING 

I’m not sure about that. 

I’m sorry, but I can’t agree with that.   

You may be right, but donating money would be more convenient.  

Yes, but don’t you think that donating money would be more convenient? 

CLARIFYING 

So, what you’re saying is UNICEF is the best choice. Is that right?   

So, in other words UNICEF is the best choice. Is that right?   

If I understand you correctly you think UNICEF is the best choice. Is that right?  

The language below will help you to hold one of the meetings on the 

next page. 

           

           

           

           

           

USEFUL LANGUAGE 

Activity 2 

 
Choose one of the meetings on the next page. Use the phrases on this  

page in the meeting.   
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Meeting 1 

 
You are part of your company’s new CSR 

(Corporate Social Responsibility) department. 

You have to think of some ideas for things that 

your company’s employees can do to contribute 

to the community through volunteer work or 

charitable donations.  

 

Brainstorm some ideas, then choose the best two. Decide on the details 

of your plans, such as who will participate, when it will be held, etc.  

 

There has been some disagreement between 

employees in your office regarding the issues of 

temperature control and privacy. Everyone adjusts the 

temperature constantly throughout the day.  

People are also complaining that the new open office 

environment is not effective. e.g. phone conversations 

are difficult to hold and focusing on work is difficult 

when others are speaking around them.  

 

Create an office policy that deals with these two issues. 

Meeting 2 
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MEETING ROLE-PLAY: TV SCHEDULE  

Brainstorm various genres of TV programs 

for 10 minutes. Which do you think are 

the most popular? Why? Give a few 

examples and explain why you would or 

wouldn’t watch it.  

Activity 1 

 

Note 

 

TV Programs 

Drama 

Refer to the meeting language and your 

genre list that you have made to help 

you complete the following role-play. 

Read the situation on the following page and decide on a new 

schedule for TubeTV.  

Activity 2 
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Weekday schedule  Weekend schedule  

 Old schedule New Schedule  Old schedule New Schedule 

6:00 a.m. Religious  6:00 a.m. Cartoons  

7:00 Religious  7:00 Cartoons  

8:00 Religious  8:00 Cartoons  

9:00 movies  9:00 sports  

10:00 movies  10:00 sports  

11:00 educational   11:00 sports  

12:00 
p.m. 

news  12:00 
p.m. 

news  

1:00 news  1:00 news  

2:00 Variety show  2:00 game show  

3:00 Variety show  3:00 game show  

4:00 Variety show  4:00 documentary  

5:00 news  5:00 documentary  

6:00 news  6:00 Religious  

7:00 drama  7:00 movies  

8:00 cultural  8:00 movies  

9:00 Sitcom*  9:00 drama  

10:00 documentary  10:00 cultural  

11:00 documentary  11:00 cultural  

12:00 
a.m. 

Religious  12:00 
a.m. 

Sitcom  

What did you find difficult about the meeting? How could you resolve these 

difficulties? 

Discussion 

 

You are directors for TubeTV. You have been 

receiving complaints that your program selection 

is getting boring. You have to hold a meeting to 

decide on next season’s schedule. Agree on a final 

schedule.  

The Situation 

 

* A “sitcom” or situation comedy, is a 30 minute TV comedy show such as “Friends” and “Seinfeld”. 
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BRAINSTORMING 

What problems have you experienced in teleconferences or meetings. 

Add more problems to the list below.  

Activity 1 

 

1. Someone was always clicking their pen. It was distracting.  

2. I forgot to book a room, so I had to use my cell phone.    

3. Our connection to New York kept cutting out.     

4.           

5.           

6.           

7.           

Compare your list above with a partner and think of some ways to deal 

with them.  

Activity 2 

 

Refer back to this list if you encounter some problems during the 

course.  

Note 

 

PROBLEM # SOLUTION 

     3         

       

       

       

       

       

              

Try another phone and ask the technical staff to look into it.  
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1.  Be prepared.  

2.  Start on time. 

3. Make sure that the room chosen is in a quiet area, where you will not be 

disturbed. 

4.  Test your equipment before the call. 

5.  Introduce yourself at the start of the call and identify yourself before 

speaking. People may not recognize your voice if you don’t identify 

yourself. 

6. Always say the person’s name to whom who you are asking a question.  

7. Try to stick to the agenda and stay focused on the topic. 

8. Don’t shuffle paperwork, play with food cartons, click pens, etc.   

9.  Speak loudly and clearly enough so that everybody can hear you. 

10. Speak concisely and support your opinions clearly. (Try to reduce 

speaking delays. Don’t worry about speaking with perfect accuracy.) 

11. Wait until after the speaker has finished speaking, then give your 

comments. 

12. Use the mute button when you want to speak with your group. Remember 

to tell the other participants before you use the mute.  

13. At the end of the meeting, the chair should summarize what has been 

agreed. Thank everyone for participating and make sure everyone 

understands when the next meeting will be held.  

14. Finish on time. 

Activity 1 

Meeting 
Your department is deciding where to have their annual Christmas 

party. In groups, decide on the following:  

 

 

 

 

 

Turn your chair around and sit back-to-back to simulate a 

teleconference.  

 location   

 food 

 gifts / prizes 

 entertainment 

 transportation 

 other?  

What problems did you have? How can they be resolved?  

Activity 2 

Discussion 

TELECONFERENCING TIPS 

Here are some tips to help you during a telephone conference.  
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Terry S. Semel (Track 1) 

OK. Hi,    Terry 1. I’ll start with the first one, and that is the Panama question. I said it 

precisely the way it was said in the past. We have achieved exactly what we set out to achieve 

and that is, you are    right,2 with the front-end going as of today and basically, 

marketplace design in the first quarter. That is how it has been said all along and that is how we 

are going to continue to say it. I feel very, very good about our capabilities and the people 

behind the steering wheel.  

In       the advertising commitments,3 I am going to ask Dan to   4.  

Daniel L. Rosensweig (Track 2) 

Sure. As you said, this is Dan.5 We    6 a few categories that were dealing with 

issues around their own categories. Mostly what we saw is a couple of our large advertisers who 

had company-specific issues, as I think Terry and Sue    7 in their comments. So 

there are a few categories that will continue to be a little bit slow and there are other categories 

that are continuing to grow quite nicely. I think that is a balance we are going to see regularly as 

we get larger and larger in this space, but mostly the issues were around companies who were 

having specific issues to them.  

Listen to the following excerpt and complete the activity below. Don’t 

worry about complete understanding, focus on the phrases.  

Activity 1 

Tracks 1 & 2 

LISTENING 1: TELECONFERENCING LANGUAGE 

Introducing  
yourself 

_____, _____, _____, 

Agreeing  _____, 

Asking for  
comments 

 _____, 

Referring to  
previous comments 

 _____, _____, 

Now match the phrases in blue to the function below.  
Activity 2 
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You are Senior Branch Managers of a chain of computer retail stores, Bits 

n’ Bytes, that sells products and services related to the home and 

corporate computer markets. You represent high volume branches in 

Tokyo, Osaka and Yokohama. Sales are dropping steadily and the 

competition is getting stronger. You ask your customers for feedback. Here 

is a list of some of the common complaints: 
 

 It was difficult to find a clerk even when the store wasn’t busy. 

 Staff weren’t knowledgeable about many of the products.  

 Staff gave the wrong information. 

 Staff didn’t seem to care about my question.  

 Staff were rude.  

 Staff were busy talking with other staff.  

 My after-sales questions were never answered satisfactorily.  

 

Brief 

SIMULATION 1: SERVICE? 

You feel that you can win back your customers if you can improve 

customer service. How can you improve customer service? Here are three 

possible options:  

 

1. Recruit more staff for each store. 

2. Improve staff training. 

3. Attract better staff.  

Work in groups of three, each student being a Senior Branch Manager, 

and research the above options. Prepare to present your opinions and 

reasons in a teleconference.  The Tokyo GM initiates the call.  

Activity 1 

The roles 

Tokyo GM 
Opinion #1: Recruit more 
staff for each store.  

Current situation: Many 
employees stay only a few 
months. It is difficult to 
replace people and there isn’t 
enough staff in the stores.  

Pros: More staff to help 
customers. 

Cons: Higher recruitment 
costs and higher salary costs.  

Osaka GM 
Opinion #2: Improve  
training.  

Current situation: New staff 
receive one day’s training 
then learn on the job. Many 
people only stay a few 
months. There aren’t enough 
experienced workers.   

Pros: Staff will learn about 
the products and how to deal 
with customers.  

Cons: High costs and trained 
staff may leave the company.  

Yokohama GM 
Opinion #3: Offer higher 
base pay.  

Current situation: Bits n’ 
Bytes offers low pay so it 
can’t get good workers. 

Pros: Staff work harder and 
may stay longer.  

Cons: This solution will cost 
a lot of money and it may 
not get the results we want.  
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INTERRUPTING & CLARIFYING 

Discussions can move too fast when teleconferencing with native 

speakers. You might want to comment on a topic that was said earlier or 

you didn’t hear clearly what was said. Two ways to deal with this are: 

 

1. Interrupt and ask for the speaker to repeat the information.  

2. Refer to past remarks that you would like to comment on.  

You can politely request people to repeat or to refer to previous 

comments by interrupting + reference, comment, and /or question. 
 

I’m sorry Helmut, if I may just interrupt. You mentioned our new 

product is due out next month. I think we’re ahead of schedule. Why 

can’t we release it now?  

Practice using the language above. Tell your partner or group a three 

minute story about any topic (news, personal, business, etc.).  

 

Don’t worry about grammar or vocabulary. Your partner or group will use 

the above language to interrupt and ask for clarification. 

Activity 

Active Listening 

INTERRUPTING  

This is Toshio. Could I just say something?   

If I may interrupt (for a second). This is Toshio …  

REFERRING TO COMMENTS  

George, (just to clarify something) you said earlier.   

George, you mentioned a problem with production.  

George, I’d like to refer to something you said earlier. 

QUESTIONING & COMMENTING  

Excuse me George, (Toshio here), could you tell me how many we sold? 

I’m sorry George, this is Toshio. How many did we sell?   

Sorry George. Toshio here. I think we sold more than last year.  

USEFUL LANGUAGE 
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INTERRUPTING & CLARIFYING PRACTICE 

What is Two and Two? 

The first sentence: A business man was interviewing applicants for the position of divisional manager.  

Student D 

 
He devised a test to select the most suitable person for the job. He asked each 

applicant, "What is two and two?" 

Student B 

 
The first interviewee was a journalist. His answer was "Twenty-two."  

Student E 

 
He went over to the door and closed it then came back and sat down. He leaned 

across the desk and said in a low voice..."How much do you want it to be?"  

Student C 

 
The last applicant was an accountant. The business man asked him, "How much 

is two and two?" The accountant thought for a long time and got up from his 

chair.  

Student A 

 
The next person was a lawyer. He cited that in the case of Jenkins vs. Brown, two 

and two was proven to be four and is therefore correct. 

Student F 

 
He got the job. 

Student G 

 
The second applicant was an engineer. He pulled out a slide rule and showed the 

answer to be between 3.999 and 4.001. 

Here is some useful clarifying and confirmation language:  

 Could you speak more slowly, please? 

 Could you speak up/louder, please?  

 Sorry, I didn’t understand that.  

 Excuse me? I couldn’t catch that, could you repeat that, please?  

 Sorry to interrupt, but I’d like to confirm what you just said.  

Language Focus 
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Question-and-Answer Session (Operator Instructions…) (Track 3) 

The first question comes from Youssef Squali from Jefferies & Company. Please go   .1  

 

Youssef Squali - Jefferies & Co. (Track 4) 

Thank you very much2. Terry, just to    something you said3, when you announced the 

launch of Panama, you said 4 it is now live. You are still talking about the front-end, meaning that 

the marketplace design or the new ranking algorithm is still slated in Q1. Do you have a date for 

that for us? And second, you had   5 some weakness or softness in the auto and finance 

verticals at a conference several weeks ago. I was    if you could just    on 

that a little bit6, and two weeks into the quarter, what are we seeing? Are we seeing any 

improvement there? Thanks very much7.  

LISTENING 2: ASKING FOR MORE DETAIL 

Listen to the following excerpt and complete the activity below. Don’t 

worry about complete understanding, focus on the phrases.  

Activity 1 

Tracks 3 & 4 

Giving thanks _____, _____ 

Involving others _____ 

Asking for  
more detail 

 _____ 

Referring to  
previous comments 

 _____, _____, _____ 

Now match the phrases in blue to their function below.  
Activity 2 
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Activity 

Questioning 

Q&A style meetings are usually held when information has to be given to 

people such as shareholders, branch offices, managers, etc. Participants 

will ask questions in the Q&A session after the information has been 

presented.   

STUDENT B 

1. Over the next few months all of our employees will be involved in a one week intensive 

management training session. [There will be a number of promotions this year due to our 

rapid sales growth]. 

2. Stock prices have doubled and are expected to rise even further in the next few weeks. 

[This is because we have hired Bill Gates to manage our R&D department].  

3. We are closing down our factory in Taiwan next year. [We will relocate to China where 

labor costs are even lower]. 

 

STUDENT A 

1. We have decided to hire 20 more employees in the next few weeks for our R&D department. 

[The competition has just introduced a new 3G cell phone and we also need to introduce 

a new model to compete].  

2. We will be recalling our new cell phone models this week and will give our customers new 

ones. [The reason for the recall is that the product was launched too early and there 
were serious problems with the power source].  

3. We are giving all our employees a free three-day vacation to a location of your choice. [We 

have won the “Product of the Year” award and have therefore won many new contracts]. 

ASKING FOLLOW-UP QUESTIONS 

Eexample:  

Student A presents the following information to the other participants:  

Student A: “Sales have been slow in the third quarter but we did very well in the second quarter. 

[This is due to our new product, the Z90 3G cell phone].”  

*Do not say the information in blue until another student asks a follow-up question. 

Student B:  Why did we do very well in the second quarter?  

Student A: Because we introduced our new product, the Z90.  

With a partner, present the following information and ask for more 

information.   
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VIDEO 1: DISCUSSION AND TELECONFERENCE 

Before you watch a news story from “World Business Update”, answer 

the following questions:  

1.  What are Japan’s traditional industries?  

2.  What new industries have developed in Japan over the last 20 years?  

3.  Are these new industries successful?  

Activity 1 

 

           

           

           

           

           

Required video: Market Leader “Portfolio”. World Business Update Part II: IT Industry in India (Transcript on page 34) 
 

Watch the video and write down three questions to ask your partner. 

Then, ask and answer questions with your partner. 

Activity 2 

 

Your company has to cut its expenses by 25%. Make a list of services 

your company could outsource. Then hold a teleconference to decide 

which of these services you want to outsource.  

Activity 4 

Simulation 

1.           

2.           

3.           

Watch the video again to confirm your answers.  
Activity 3 
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CHAIRING A TELECONFERENCE 

Discuss the following questions with a partner: 

1. What makes an effective chairperson? 

2. When would you hold a formal or informal teleconference?  

Discussion 

 

Formal teleconferences and meetings have a structure. Put the steps in 

the appropriate boxes. Then compare answers with a partner. Check 

your answers on page 41.  

Activity  

 

Note: 

Internal teleconferences can be very informal and may combine or omit 

steps from a discussion style or Q&A style teleconference.  

 Review any minutes 
from previous meetings 

 Report absences 

 Ask for clarification 

 Check understanding 

 Control the meeting 

 Keep on topic 

 Review key points 

 Ask for participation 

 Summarize 

 Arrange second meeting 

 

 

 

 

 

 

roll call 

Delegating tasks 

Introducing the agenda 

Opening the meeting 

Stating objectives 

Closing the meeting 

Discussion 

Roll call 

Ending the call 

STEPS 

FLOW 
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TELECONFERENCING AT A GLANCE 

The flow chart below can help you to chair and participate in a formal 

meeting style teleconference. Steps can be omitted depending on the level 

of formality.  

INTRODUCTION - THE CHAIR 

ENDING - THE CHAIR 

Right, let me confirm 
who is on the line.   

OK, Shall we start? 
Thank you everyone 
for taking part in this 
teleconference.  

Welcome to today’s 
meeting everyone. 

Do you all have a 
copy of the agenda? 

As you can see, our 
objective today is to... 

Regarding the time, I 
would like to wrap up 
the meeting by five. 

So, let’s begin with 
the first item on the 
agenda.  

Yes. We can all agree 
to …  

We’re almost out of 
time. Can we come to 
a decision on this?  

Okay. We all agree to 
… So let’s move on to 
our second point.  

I’m sorry, this is Daljit, 
may I interrupt?  
I think …  

Toshio, what do you 
think? 

In my opinion we 
should ... 

Thank you Toshio. 
Helmut, do you 
agree?  

Yeah, I agree with 
Toshio.  

MIDDLE - THE MEETING  

Alright, on that note 
let’s end the call . 

Let’s have a follow-up 
meeting on Thursday 
at 8:00 a.m. Tokyo 
time. 

Thank you all for your 
participation.  

No? Good. Then I 
think we can wrap it 
up. We’re done.  

Okay. Let me 
summarize what 
we’ve decided. 

We’re going to …  
Peter will prepare … 
Toshio will look into ... 

Are there any 
questions?  
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USING YOUR VOICE: INTONATION 

The only tool you have to communicate with in a teleconference is your 

voice. That is why intonation is also very important to convey your message 

effectively. Using your voice can change the meaning significantly.  

 

What would be the appropriate follow-up question to this statement. 

The word “see” is stressed by the speaker. (The answer is below).  

 

Statement:  I didn’t see the presentation.  

Response 1: Then who did?  

Response 2: Then how do you know about it? 

Response 3:  Then what did you see? 

 

Why did you select your response? Which words do the other two 

responses go with?  

Activity 1 

 

Answer: Response 2 because the speaker stresses “see”. Therefore, the speaker must have done something other than see the presentation, such as 

hear or read about it. “I didn’t see the presentation” means that the speaker saw something, but not the presentation (response 3).  

In pairs, practice using intonation to change meaning. One student reads 

the statement and stress one word in blue. Your partner will select the 

appropriate follow-up question from the four choices. Take turns reading 

each statement.  

Activity 2 

 

Jacqueline went to Rome 

last week on business. 

Didn’t she go to Berlin?  

So, Marjorie didn’t go?  

Are you sure it 

wasn’t a holiday?  
Isn’t she going 

next week?  

Profits are up this year so 

we’ll all get a bonus.  

Really? I thought sales were up.  

Too bad. I thought we were going to get a raise.  

Yeah, last year 

wasn’t so great. 
Great. We never 

got a bonus. 

Timothy will be promoted to 

sales manager this month.  

I thought he was already the sales manager.  

Really? I thought it was next month.  

So, it’s finally 

100% certain.  

Ed said he was 

going to be a 

supervisor.  

Student A, Sell one of your company’s products to a customer (Student B) 

and use intonation to emphasize its key features and benefits. Student B, 

ask follow up questions to enquire about the product.  

Activity 3 
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Review these phrases and take turns chairing the mini-teleconferences 

below.  

Activity  

 

MORE CHAIRING LANGUAGE  

E
N

D
IN

G
 

M
ID

D
L

E
 

IN
T
R

O
D

U
C

T
IO

N
 

FIRST CONTACT 

Is everyone from the U.S. team on the line? 

Please let me confirm who is on the line. 

Let’s start by taking a roll call. 

OPENING THE MEETING 

Shall we start? 

Let’s get down to business.  

Let’s get started. 

STATING OBJECTIVES 

Our objective today is to find a new market. 

The aim of this meeting is to find a new market. 

INTRODUCING THE AGENDA 

As you can see from the agenda, there are 3 items. 

Let’s start with potential markets.  

TELECONFERENCE BODY 

SUMMARIZE 

Let me summarize what we’ve discussed.  

So, we’ve agreed on/to …  

CLOSING THE MEETING 

Let’s have our next call at 8:00 a.m., Thursday, September 24th, Tokyo time. 

On that thought / On that note, let’s call it a day.  

USEFUL LANGUAGE 

Teleconference One 

You belong to a small team of 

engineers that holds weekly 

meetings. The purpose of the 

meetings is to inform everyone 

of progress and developments. 

You all feel dissatisfied that 

your meetings take too long 

and are not well organized. 

Discuss how to make them 

more efficient.  

Teleconference Two 

Your team works well together, 

but you are not so good at 

communicating with other 

people in other branches. 

Everyone needs to be better at 

keeping everyone informed of 

what they are doing. Hold a 

teleconference to discuss how 

to improve the flow of 

communication.  

Teleconference Three 

You all work for Macrosoft. 

Veteran staff have a great deal 

of expertise and experience. 

New staff have excellent 

qualifications but don’t know 

the business or its customers. 

How can you encourage the 

experienced staff to share their 

knowledge with the newer 

staff? 
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CLARIFYING DETAILS 

To save time and be more concise when asking for clarification, it is a good 

idea to ask for clarification of specific words or a part of a sentence. For 

example: 

 

Instead of: 

A: We did very well last quarter but still missed our 3rd quarter target. 

B: I’m sorry, I didn’t catch that.  

A: We did very well last quarter but still missed our 3rd quarter target. 

 

Try: 

A: We did very well last quarter but still fell short of our 4th quarter target. 

B: Our what target?  

A: Our 4th quarter target.  

 

 

Fill in the blank with the missing WH or HOW question.  
Activity 1 

 

1. Turnover was 5 million yen  Sorry, turnover was  how much ?  

2. We contacted Toshihiko in Tokyo Sorry, we contacted    in Tokyo?  

3. We finished the project in May. Sorry, we finished the project   ? 

4. The study took a year to complete.  Sorry, the study took    to complete?  

5. We had dozens  of enquiries. Sorry, We had     enquiries?  

Now, practice it with a partner using the prompts in blue. The presenter 

can answer the questions. Take turns asking questions. You can use 

“SMAP” to replace the missing word. 

Activity 2 

 

1. Presenter:   We need to be thinking about exporting to     SMAP .  India 

 Questioner: I’m sorry. We need to be (thinking about) exporting to where ? 

2. Clearly, the best person for the job is   .   Mr. Nakamura 

 Questioner:          ? 

3. We must launch our products by    .   this January 

 Questioner:          ? 

4. R&D has cost us over    .    $3 million 

 Questioner:          ? 

5. We need more than    employees on the project.   10 

 Questioner:          ? 
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Go back to Listening 3. In pairs, confirm your answers using the clarifying 

technique above. Student A confirm Mark’s information and Student B 

confirms Daniel’s information.  

Activity 4 

 

Tell your classmates about a time when felt one of the emotions below. 

Try and speak about it for a few minutes. 

 

Each student must interrupt at least once to confirm information and at 

least once to comment on something that the speaker has said earlier.  

Activity 5 

 

Mark Mahaney - Citigroup Smith Barney (Track 5) 

Thank you very much. I think   1 , you mentioned the market going through a             2, 

with new forms of ad inventory available. Could you help us think through or quantify the level of 

  3 you have to the non-premium ad inventory? In other words what percentage of 

your display advertising do you think is facing greater   3 from these new types of 

inventory? Thank you.  

 

Daniel L. Rosensweig (Track 6) 

So ahhh...this isn’t Mark, this is   4. I think what we are referring to is you see a 

whole proliferation of a lot of   5in sort of the lower end of the non-premium range. A lot 

of the social media stuff, a lot of the network stuff that is being   6, a lot of the ad 

networks are able to serve it. That is really focused on the low-end of the   7 who are 

not interested in the environments that they are in. They are simply interested in a specific 

performance ratio. 

Referring to a specific past comment is important when many points 

are raised by many participants. Listen to the following excerpt and fill 

in the blanks.  

Listening 3 

Tracks 5 & 6 
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SIMULATION 2: CUTTING COSTS 

Activity 

 

You work for a medium-sized manufacturing company. You make high-

quality office furniture. Foreign competitors have recently entered your 

market. You must reduce costs urgently to make your company more 

competitive.  

You have to save $50,000. A firm of consultants has suggested some 

possible savings in a report on the next page. 

Objective 

 

A)  Study the consultants’ recommendations. 

B) Prepare to have a meeting. Choose which department(s) each 

student will represent (you may have to combine roles) and read your 

own role-notes. Decide who will be the neutral President, who will be 

the chairperson.  

C)  Have a meeting to decide how to reduce your costs by 50 currency 

units. Balance the desire to protect your own department with the 

need to assist your company.  

Role-play the following meeting. Turn your chairs around and have a 

teleconference meeting. Remember to use the language from this pack 

and use the teleconferencing techniques. The details are on the 

following page.  

Your Task 
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Role Notes: 

President 
You are neutral and will chair the meeting. Start by asking everyone in 

turn to describe the situation from their point of view. 

Production and Operating 
You think the suggested savings for quality control and reducing 

inventories are exaggerated.  

Marketing 
Reducing the advertising budget won’t help. In fact, it will make the 
situation worse.  

Sales 
It is vital to keep good relationships with customers, and your sales 
team needs to take them out to lunch occasionally.  

Human Resources 
If you give a small salary increase you risk losing skilled workers. And, 
the training budget is an investment in the future.  

Accounts 
You think the figures for improving cash-flow are exaggerated. And, you 

want to maintain the good relationship you have with suppliers.  

Department Staff  Consultants’ recommendations:    in $10,000s 

Production and 

Operating 
30  better quality control to reduce waste and defects  10 

 save energy      5 

 better maintenance of machines    5 

 freeze investment in new equipment   10 

 reduce inventories (stock) of finished goods  10 

Marketing 6  reduce advertising budget     15 

 reduce market research into new product ideas  5 

Sales 12  reduce entertainment and travel costs   10 

Human Resources 2  increase salaries by 2% less than the rate of inflation 15 

 cut staff in all departments    5 units per person 

 change staff cars every 4 years instead of every 2 years 10 

 reduce training budget     5 

Accounts 6  reduce receivables (money owed by customers)   10 

 pay suppliers later      10 

 delay upgrade of computers    5 

 reduce dividends to shareholders    5 

Consultants’ recommendations: 
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With a partner, practice paraphrasing the sentences below and clarify 

what has been said. Look at the language below to help you.  

Activity 

 

 

1. Jim should be at the meeting if his connecting flight in Dallas isn’t late. (...may be absent.) 

You mentioned his flight may be late. So, in other words, he may be absent .  

2. The boss will pay for the drinks if he comes to the party tonight. (… I may have to pay) 

           .  

3.  Everyone is too busy to organize the Christmas party except you. (… I have to organize it?) 

           .  

4.  We’re short-staffed and have an order due this Friday. (… I have to work overtime?) 

           .  

5. We need to cut costs, especially in electricity and heating. (… we should turn down the heat.) 

           .  

6. The manager quit last week and you’re the assistant manager. (… I get a promotion?) 

           .  

ENSURE UNDERSTANDING: PARAPHRASING & CLARIFYING 

Example:   

Jamie:  Sales are up by 12% and costs rose, by 3%. (… profits were great.) 

Participant:  Jamie, you mentioned that costs rose by 3%. So, in other words, profits were great.  

Jamie: That’s right. Net profits were up by 5% over last year.   

REFERRING TO COMMENTS   

Noriko, (just to clarify something) you said earlier. You said that …  

Toshio, you mentioned a problem with production. What kind of problem? 

Tim, I’d like to refer to something you said earlier. 

PARAPHRASING  

So, what you’re saying is sales are up.  

So, in other words, you’re asking if sales are up?  

If I understand you correctly, sales are up?  

USEFUL LANGUAGE 
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Here is the final statement of a Yahoo! conference call by Susan L. 

Decker before opening up the phone lines to discussion and questions.  

 

Listen to the excerpts then fill in the blanks and answer the questions 

below.  

Listening 1 

Tracks 7& 8 

Susan L. Decker (Track 7) 

… We are not standing still. We are and we will remain very focused on making the best and most 

profitable use of our balance sheet and our healthy free cash flow, allocating capital in a strategic 

and disciplined way that we believe will generate appropriately strong returns for our employees, 

users, partners, and for our shareholders.  

With that, I would like to                                Terry.  

Terry S. Semel (Track 8) 

Thanks, Sue. With the landscape changing, I am personally very, very excited about the 

opportunities for Yahoo! on a go-forward basis, so again, I just want to thank all of our 

employees throughout the world. I think we have enormous opportunity up ahead and I am very, 

very excited about it.  

With that, I would like to                                 for questions.  

1. What expression does Susan use to ask Terry to speak?  

          

2. What other expressions can you use to get someone else to speak?  

          

3. How does Terry end the presentation stage of the teleconference and 

get others to begin active participation? 

          

4. What else could Terry say to get others to participate?  

          

Activity 

Questions 

LISTENING 3: ACTIVE PARTICIPATION  

Discuss these questions about the Internet:  

1. What do you know about Yahoo!? Which search engine do you use?  

2. How often do you surf the Internet? What do you do on the Net?  

3. What should authorities (parents, companies, governments, etc.) do 

to regulate the Internet?  

Discussion 

 



Telephone Conferencing   

LISTENING 4: ENDING A TELECONFERENCE 

Terry S. Semel (Track 9) 

So, on that thought, it’s Terry again, I will just add a touch to what Dan just said. Yes, obviously 

at different incremental times during the next year, we expect to have some resources dedicated 

back for other important needs of the company. We are excited about that, and I just want to 

thank you all for joining us today, and have a good day. Thank you.  

Listen to the ending of the teleconference. What phrases are used to…  

 

1. …signal the end of a call? 

         

2. …give some further information? 

         

3. …comment on what may happen in the future? 

         

4. …thank all the participants? 

         

Refer to the transcript below to confirm your answers.  

Listening 4  

Track 9 

In pairs or small groups, discuss the following questions.  

1. What are some phrases you can use to end... 

a) ...a formal meeting? 

b) ...an informal meeting? 

c) ...a conversation you have with a stranger at a trade show? 

d) ...a telephone call with a friend? 

e) ...a party with coworkers? 

Activity 1 

Discussion 

Role-play the following 5-minute internal business simulations and 

take turns being the chair and practicing the ending.  

Activity 2 

Simulation 

Teleconference One 

Your department has been 

given an unused area of the 

office building. The area is 

112m2 and can be used for 

whatever your department 

decides.  

Contact your various branches 

to get their input in the final 

decision.  

Teleconference Two 

Your company has to cut back 

on expenses. Make a list of the 

various benefits your company 

offers, such as subsidized 

lunch, gym discounts, company 

car, free tea,  etc., and decide 

on which two to cut.  

Call each branch manager and 

try to arrive at a solution.  

Teleconference Three 

Your honor system for the Glico 

snack box is usually about 

¥2000 short at the end of 

each week. This happens in 

almost all your company’s 

branches.  

Contact each branch office and 

brainstorm solutions to the 

problem.  
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VIDEO 2: DISCUSSION AND TELECONFERENCE 

Before you watch a news story from “World Business Update”, answer the 

following questions:  

1. Have you ever ridden your bike to work?  

2. What was your longest bike trip?  

3. What are the advantages and disadvantages of riding bicycles?  

Activity 1 

 

You work for the Tokyo City Council and have been asked to get more 

people to commute by bicycle. Your team is visiting various cities to 

observe their cycling programs.  

 

Work alone or with a partner. Decide which systems could be adopted in 

Tokyo. You can make other recommendations as well. Hold a 

teleconference with the rest of the team and decide on a cycling program 

in Tokyo.  

 

Required video: Market Leader “Portfolio”. World Business Update Part III: Bicycling (Transcript on page 35) 
 

Look at the words below and decide whether they are associated with 

cars, bicycles or both. Then compare your answers with a partner’s.  

Activity 2 

 

1. How many people are expected to live in cities by the year 2025?    

2. Check  the features of bikes that the reporter mentions: 

 a) They cause congestion.    

 b) They are economical.   

 c) They don’t break down.   

 d) They are ecologically friendly.  

 e) They harm the environment.  

3. Which two countries does he mention where bikes are popular?  

      and       

4. What does he say that suggests that cycling is good for your health?  

           

Watch the video and answer these questions: 

Activity 3 

 

Activity 4 

Teleconference 

BICYCLESBICYCLES  
popular 

economical practical eco-friendly easy to maintain popular 

inconvenient pricey reliable comfortable safe 

Vancouver 

See page 38 

 London 

See page 40 

 Frankfurt 

See page 42 

 New York 

See page 43 

CARSCARS  
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OPTIONAL ACTIVITIES 
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TELECONFERENCING GRAMMAR AUCTION 

An auction is a process of selling something to the highest bidder, such 

as a painting. You are going to bid for grammatically correct sentences.  

 

THE RULES: 

■ Work in pairs and only bid on correct sentences. 

■ You have $1,000. You cannot spend more.  

■ If you don’t win a bid, you can use the extra money for future bids.  

■ Write your purchase price in the “budget” column and the price you 

successfully bought the sentence for in the “bought” column.  

■ The player with the most grammatically correct sentences at the end of 

the game wins. Spend all your money to buy those good deals. 

 

Good luck and good bidding!  

 

1. We’ll meet again in this week, let’s say Friday. 

2. I’m Mai in Japan. Nice to meet you.  

3. You may be right, but on the other hand gold is cheaper.  

4. I’m sorry, but I don’t really agree to that.  

5. Sorry to be interrupt, but may I just say something? 

6. Now, I’d like to turn it over to Hiro for comments. 

7. I didn’t catch you. Could you repeat that?  

8. Is there anything anyone would like to add?  

9. Tom, please look after the hotel arrangements.  

10. Okay, we’re out of time, so let’s wrap it up.  

11. I’m sorry, could you speak more slower please?  

12. As you know, we’ll be discussing about R&D.  

 

Total budget remaining / amount spent: 

Budget 

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

 

$        1000  

Bought 

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

$          

 

$          

For example:  

Sentence: “I’d like to discuss about next year’s budget”.  
 

You budget $120 and bought it for $90, the highest bid. Therefore, you won the bid and got 

the sentence. However, the sentence is not grammatically correct, so you lose $90 and don’t 

get a point.  

Activity* 

 

* Additional trainer instructions on page 44 
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RETIRE FROM GOLF? CLARIFYING PRACTICE 2 

To practice clarifying language and improve listening, take turns 

reading this story line by line. Each student has one or two lines of the 

story.   

 

Read your line and remember it. DO NOT read other students’ lines. 

You have to say your line in the correct order of the story.  

 

The full story is on page 42.  

Activity  

Active Listening 

Retire from Golf? 

The first sentence: “How was your game, dear?” Jacqui asked her husband, Tony, after he had returned 

from playing golf. 

Student A 

 
“Yeah,” Stewart said smiling. “Well, where is it?” Tony asked, looking at the 

fairway.  

Student B 

 
“I know, but he's got perfect eyesight. He could watch the ball for you.” Jacqui 

added. 

Student F 

 
“Because he's 87 and doesn't play golf anymore,” Tony replied.  

Student E 

 
Well, I was hitting the ball pretty well, but my eyesight's gotten so bad I couldn't 

see where it went,” Tony said. 

Student D 

 
The next day Tony teed off with Stewart looking on. Tony swung and the ball went 

down the fairway. “Can you see it?” asked Tony.   

Student C 

 
“That's not surprising,” Jacqui replied. “After all, you are 76 years old, Tony. Why 

don't you take my brother Stewart along?” 

Student G 

 
“I forget.” mumbled Stewart.  

Here are some useful clarifying and confirmation language:  

 Could you speak more slowly, please? 

 Could you speak up/louder, please?  

 Sorry, I didn’t understand that.  

 Excuse me? I couldn’t catch that, would you repeat it?  

 Sorry to interrupt, but I’d like to confirm what you just said.  

Language Focus 
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SIMULATION: RAMEN 

Activity 

Meeting 
You are a branch manager of a ramen chain restaurant. Business was 

good but new ramen shops in the area have been steadily taking away 

your business. You want to get back your market share.  

Your competition spends more on advertising than you do. Hold a 

teleconference meeting with your head office. How can you advertise your 

restaurant without increasing your budget?  

First, decide which student will be playing the role of the chairperson, the 

Marketing Manager at the Tokyo head office. Then, turn your chair 

around and the chairperson starts the teleconference by contacting all 

the participants.  

Media   You  
Main Competitors  

A B 

Television ¥1,200,000 ¥800,000 ¥900,000 

Newspaper 450,000 600,000 600,000 

Magazine 500,000 750,000 600,000 

Direct Mail 300,000 400,000 700,000 

Website (company homepage) 800,000 1,400,000 900,000 

Internet (e.g. banner ads) 250,000 350,000 300,000 

Total:  ¥3,500,000 ¥4,300,000 ¥4,000,000 

Media   Next year 

Television  ¥    

Newspaper     

Magazine     

Direct Mail     

Website     

Internet (pay per click)     

Other:     

        

        

        

        

Total: ¥35,000,000 

ADVERTISING BUDGET (THIS YEAR) 

ADVERTISING BUDGET (NEXT YEAR) 

Modify next year’s budget. Reallocate the budget and/or add optional 

media to your advertising campaign.  

Optional advertising  

media ideas: 

 fliers (e.g. tissues or fans) 

 newspaper inserts 

 billboards 

 train, bus or taxi  

 your own ideas 
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TRANSCRIPTS 
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VIDEO TRANSCRIPTS 

Video 

Part II: IT in India  
Jeremy: Now on World Business Update we’re going to take a look at the phenomenal 

growth of the IT industry in India over the past decade and at some of the 

specialized services, developed in India, which are now supporting 

corporations around the globe.  

In 1991, the Indian government opened the country up to the global markets 

for the first time since independence. The results of that change have been 

remarkable. 

Foreign investment in India has grown from almost nothing to more than two 

billion dollars last year.  

Inflation is down from 14 percent to just four percent.  

Transportation links between the capital, New Delhi, and the commercial 

centre, Mumbai, have vastly improved. There are now 22 flights a day 

between the two cities.  

And there are more than three times as many car manufactures, making more 

than half a million cars between them every year.  

So, business is booming.  

But the biggest news comes from  the IT sector, where a major new export 

industry has emerged. India now has a software industry worth an estimated 

8.3 billion dollars. 

More than a third of America’s Fortune 500 companies now use India 

software houses.   

But one of the most interesting trends is the growth of “back office” IT 

services. Many Indian companies now receive data from their clients all 

around the world. They use that information to update the databases of their 

clients—even though those clients may be on the other side of the world.  

For example, doctors in the USA often record their medical notes on dictation 

machines. Other members of staff then have to listen to the recordings and 

type the information into the hospital database.  

Now, those voice recordings can be sent via the Internet to India, where costs 

are much lower. There, the information is entered into the hospital’s database 

by medically qualified staff, and it’s available back in the USA within a few 

hours.  

Legal records and databases are updated in a similar way—by properly 

qualified Indian lawyers. They work closely with their American counterparts on 

the other side of the world. But the work is done at a fraction of the cost.  

The factors behind the growth are easy to see. Labour costs in India are low. 

There is a large English-speaking workforce of highly educated and highly 

qualified people. Many of them have good IT skills.  

Also, the Indian government is offering tax incentives to companies developing 

call center services and it looks as though the sector will continue to expand. 

Last year there were about 100,000 call centers worldwide, and that figure 

will probably increase to 300,000 in the next two years. By that time the 

industry will employ more than 18 million people worldwide.  

But if you’ve been looking at a computer screen all day, you might like to take 

a slow leisurely ride home, on a bike. After the break we’re going to look at the 

growing importance of cycling. Stay with us.  



Telephone Conferencing   

Video 

Part III: Cycling  
Reporter:  By the year 2025 more than 5 billion people—half of humanity—will live 

in cities. Unless we make better use of the bicycle in the future, those 

cities could be very congested places.  

This simple machine is one of the most successful consumer products 

ever made. The basic design has been modified, of course, and modern 

bikes have many special features. But fundamentally , the classic bike 

design hasn’t changed very much in the last 100 years.  

As a product, the bike has got everything. It’s economical, it’s very 

reliable, and it’s ecologically friendly. That’s why I love it. It’s cheap to 

run, doesn’t go wrong, and it doesn’t harm the environment. It’s even 

quite comfortable. That’s why bikes are so popular.  

Cycling in German cities has increased by 50 percent since 1972, and 

in Holland bicycles are used for about 20 percent of all journeys.  

And if cycling seems like too much of an effort, don’t worry. Bikes are 

getting lighter all the time. This one weighs only 9.2 kilos. And I’m 

getting a bit lighter, too. Bye. 

Jeremy: That’s it from world Business Update. Goodbye.  
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ANSWER KEY 
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ANSWERS 

Terry S. Semel (Track 5) 

OK. Hi, it’s Terry8. I’ll start with the first one, and that is the Panama 

question. I said it precisely the way it was said in the past. We have 

achieved exactly what we set out to achieve and that is, you are 

absolutely right,9 with the front-end going as of today and basically, 

marketplace design in the first quarter. That is how it has been said all 

along and that is how we are going to continue to say it. I feel very, very 

good about our capabilities and the people behind the steering wheel.  

In terms of the advertising commitments,10 I am going to ask Dan to 

comment11.  

Daniel L. Rosensweig (Track 6) 

Sure. As you said, this is Dan.12 We mentioned13 a few categories that 

were dealing with issues around their own categories. Mostly what we 

saw is a couple of our large advertisers who had company-specific issues, 
as I think Terry and Sue addressed14 in their comments. So there are a 

few categories that will continue to be a little bit slow and there are other 

categories that are continuing to grow quite nicely. I think that is a 

balance we are going to see regularly as we get larger and larger in this 

space, but mostly the issues were around companies who were having 

specific issues to them.  

Listening 1 

Page 12 

Interrupting & clarifying 

Page 15 
Story 1: What is Two and Two? 

A business man was interviewing applicants for the position of divisional 

manager. He devised a test to select the most suitable person for the job. 

He asked each applicant, "What is two and two?"  

The first interviewee was a journalist. His answer was "Twenty-two."  

The second applicant was an engineer. He pulled out a slide rule and 

showed the answer to be between 3.999 and 4.001.  

The next person was a lawyer. He cited that in the case of Jenkins vs. 

Brown, two and two was proven to be four and is therefore correct.  

The last applicant was an accountant. The business man asked him, "How 

much is two and two?" The accountant thought for a long time and got up 

from his chair. He went over to the door and closed it then came back and 

sat down. He leaned across the desk and said in a low voice..."How much 

do you want it to be?"  

He got the job. 
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Question-and-Answer Session (Operator Instructions…) (Track 3) 

The first question comes from Youssef Squali from Jefferies & Company. 

Please go ahead.1  

Thank you very much.2 Terry, just to clarify something you said,3 when you 

announced the launch of Panama, you said4 it is now live. You are still 

talking about the front-end, meaning that the marketplace design or the 

new ranking algorithm is still slated in Q1. Do you have a date for that for 

us? And second, you had mentioned5 some weakness or softness in the 

auto and finance verticals at a conference several weeks ago. I was 

wondering if you could just expand on that a little bit6, and two weeks into 

the quarter, what are we seeing? Are we seeing any improvement there? 

Thanks very much7.  

Listening 2  

Page 16 

London’s cycling programs are steadily growing. 

 It costs $30 to drive into the city center. 

 There are plans to increase cycle lanes by 200% per year.  

 $3M are spent annually on cycling campaigns and promotions.  

 Vehicle parking prices in the downtown area have been doubled in 

order to encourage people to use their bicycle.  

Which of the above, or your own ideas, will you recommend to the rest of 

your team?  

Page 24 

London 
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Frankfurt has some unique ideas for commuting by bicycle that have 

been growing in popularity. 

 In order to promote commuting by bicycle, government workers 

commute to work by bicycle. 

 Random stops by police give cyclists small rewards for cycling, such 

as a free coffee voucher, bicycle maintenance courses, movie tickets, 

etc. 

 Many minor roads have been designated cyclist roads where bicycle 

have the right of way (priority). 

Which of the above, or your own ideas, will you recommend to the rest of 

your team?  

Page 24 

Frankfurt 

Chairing a  

Teleconference 

Page 19 

Introducing the agenda 

 Review any minutes from 
previous meetings 

 Report absences 

 Ask for clarification 

 Check understanding 

 Control the meeting 

 Keep on topic 

 Review key points 

 Ask for participation 

 Summarize 

 Arrange follow-up meeting 

Stating objectives 

Discussion 

Closing the meeting 

Delegate tasks 

Opening the meeting 

roll call 

Ending the call 
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New York’s downtown districts have a huge need to reduce traffic jams, 

so they are very proactive in cycling programs. 

 A cycle share program allows registered members to use designated 

bikes anywhere within the city. 

 Celebrities endorse the cycling program.  

 Cyclists can use lockers for free at major train stations and bus 

terminals to store their gear.  

 The American Automobile Association (similar to JAF) services cyclists 

at a discount.  

Which of the above, or your own ideas, will you recommend to the rest of 

your team?  

Page 24 

New York 

1) on that thought… 

2) I will just add (a touch) to what Dan said earlier… 

3) we expect to… 

4) thank you all for joining us today 

Listening 4  

Page 29 

Page 33 

 
Story 2: Retire from Golf? 

“How was your game, dear?” Jacqui asked her husband, Tony, after he had 

returned from playing golf. 

“Well, I was hitting the ball pretty well, but my eyesight's gotten so bad I 

couldn't see where it went,” Tony said. 

“That's not surprising,” Jacqui replied. “After all, you are 76 years old, Tony. 

Why don't you take my brother Stewart along?” 

“Because he's 87 and doesn't play golf anymore,” Tony replied.  

“I know, but he's got perfect eyesight. He could watch the ball for you.” 

Jacqui added. 

The next day Tony teed off with Stewart looking on. Tony Tony swung and 

the ball went down the fairway.  

“Can you see it?” asked Tony.   

“Yeah,” Stewart said smiling. 

“Well, where is it?” Tony asked, looking at the fairway.  

“I forget.” mumbled Stewart.  

1) With that, I would like to turn it back to Terry.  

2) Let’s hear from Terry (again). //  I’ll pass it over to Terry (again).  

3) With that, I would like to turn to you all for questions.  

4) I’ll open up the lines for questions or comments // Let’s hear from the 

Japan office. // U.S. office, is there anything you would like to add?  

Listening 3  

Page 28 
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Vancouver has a very progressive cycling infrastructure. 

 One bridge leading into the downtown area is completely closed to 

traffic other than bicycles.  

 Bicycle insurance and licensing is offered to insure cyclists against 

accidents.  

 Vehicle insurance rates decrease the less kilometers driven (e.g. if 

the commute distance is less than 25 km, the driver saves CA$300).  

 All public transportation allows bicycles.  

Which of the above, or your own ideas, will you recommend to the rest of 

your team?  

Page 24 

Vancouver 

GRAMMAR AUCTION - TRAINER INSTRUCTIONS 

 Each student can work individually or in pairs (pairs are more fun). 

Have a student or yourself explain the rules of an auction, such as 

eBay.  

 You can start the bidding at anything you like, a suggested amount is 

$50~$100.  

 If someone bids that amount then move up by $10 increments, or to 

make it more exciting at higher amounts go up by $50. For example:  

(First, read the sentence out loud) Can I get $50 for this sentence? 

There’s $50 from Team B. Can I get $60? Anyone? $60? There’s 

$60 from Team A. How about $100 can I get $100? $80 from 

Team C. $90 anyone, do I hear $90? No?  

 Going once, going twice, sold to Team C for $80.  

Make a graph on the board before you start to keep track of the winners.  

 If there is a tie at the end, e.g. each team has 3 correct sentences, the 

team with the most money left over wins.  

 Correct sentences: 3, 4, 6, 8, 9, 10 

Question Team A or 
Toshi 

Team B or 
Nao 

Team C or 
Ryo 

Team D 
Yukiko 

1 ——- $110 ——- ——- 
2 ——- ——- $200 ——- 

3... ——- ——- ——- ——- 
...12 $ 240 ——- ——- ——- 

Correct 1 3 2 2 
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LANGUAGE REFERENCE  



Telephone Conferencing   

FIRST CONTACT 

 Is anyone from the U.S. team on this call?  

 Is everyone from the U.S. team on the line? 

 Please let me confirm who is on the line. 

 Let’s start by taking a roll call.  

GETTING STARTED 

 Shall we start? 

 Let’s get started. 

 Let’s start.  

INTRODUCTIONS 

 This is Mai from the ABC support team in 

Japan. 

 This is Mai. I’m on the marketing team in 

Japan. 

ABSENCES & LEAVING 

 He’s in another meeting. He’ll join us in 30 

minutes. 

 He’s on another call. He should be with us within 

30 minutes.  

 I may need to leave in the middle of the meeting.  

 I’ll have to leave in about 50 minutes.  

THANKING PARTICIPANTS  

 Thank you for taking the time to call in. 

 We appreciate the time and effort you have put 

into this.  

TAKING THE MINUTES 

 Could someone in the U.S. keep notes during 

this meeting and email them to us afterwards? 

 John, could you take the minutes of today’s 

meeting?   

 I’ll take notes during this meeting and email 

them to you.  

 John, remember you’re taking the minutes, 

okay?  

GIVING THE TOPIC 

 Please let me clarify the objective of this 

meeting.  

 I called this session to address the ABC issue. 

 I requested the meeting to talk about the ABC 

issue.  

 The aim of the meeting is to discuss the new 

product launch. 

GIVING THE AGENDA 

 You should have all received a copy of the 

agenda. (via email) 

 As you can see from the agenda, there are … 

items. 

 Firstly … , secondly … , finally … 

 Let’s start with … and then go on to, and finish 

with …? 



Telephone Conferencing   

ASKING FOR CLARIFICATION 

 Could you explain it more simply? 

 Could you please explain that in more detail? 

 Could you expand on that, please?  

 Would you summarize this problem for us?  

GENERAL 

 Could you speak more slowly? 

 Could you speak louder?  

 Sorry, I didn’t understand that.  

CHECKING UNDERSTANDING 

 Excuse me? I couldn’t catch that, would you 

repeat it?  

 Sorry, but I’d like to confirm what you just said.  

 Can everyone understand what’s being said?  

TAKING TIME OUT 

 Would you hold on a second? We Japan members 

would like to discuss this. 

 Please give us a few moments to discuss this 

ourselves.  

 Excuse us, we’re going to discuss this in 

Japanese.  

 We’ll put the phone on mute while we discuss 

this among ourselves in Japanese.  

ASKING FOR FEEDBACK 

 What do you think about this? 

 Would you comment on this?  

 Do you have any advice?  

AGREEING 

 We’re fine with that. 

 That seems reasonable. 

 That’s a good idea.  

 It sounds good.  

DISAGREEING POLITELY 

 Yes, but don’t you think that … 

 I see what you’re saying, however … 

 You may be right, but on the other hand … 

 I’m sorry, but I don’t really agree to that. 

INTERRUPTING 

 I’m sorry, Jerry from Toronto here, could you 

please repeat that, Kenji?  

 I’m sorry, I missed that.  

 I’m sorry, I didn’t catch that.  

 Sorry, Ken here I didn’t catch what Kenji said.  

QUESTIONING 

 George, this is Nakamura. I have a question.   

 Can I ask Otto a question? 

 I’d like to direct a question to Otto.  

 That’s a good question. But, I can’t answer it 

right now. Let me look into it and I’ll get back to 

you later.  

MOVING ON 

 I think we have fully discussed this issue. Let’s 

move on to the next subject, which is … 

 We’re stuck now. Let’s come back to this subject 

at a later time. 

 OK. Let’s go on to the next subject since we don’t 

have much time left.  

GETTING OTHERS TO SPEAK 

 Regarding finance, I’d like to turn it over to 

Hideo. 

 Let’s hear from Hideo regarding finance.  

 Let’s hear from Terry. 

 I’ll pass it over to Terry.  
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ASKING FOR PARTICIPATION 

 I’d like to turn it over to you for questions.  

 I’ll open up the lines for questions or comments.  

 Let’s hear from the Japan office. 

 U.S. office, is there anything you would like to 

add?  

KEEPING ON TOPIC 

 I think we’re getting a bit off-topic now.  

 We should get back to the subject at hand, the 

new product launch.  

 

REVIEWING 

 Let’s walk through what we’ve discussed so far. 

 Can we review the situation? 

 Let’s go over the sales figures again.  

COMERS AND GOERS 

 Who’s just joined? 

 This is Koji Suzuki, I’ve just joined the Japan 

group.  

 I have to leave now, but my colleagues will stay 

on the call.  

REFERRING TO COMMENTS 

 Noriko, just to clarify something you said 

earlier ...  

 Toshio, you mentioned … , could you expand on 

that please?  

 Tim, I’d like to comment on something you said 

PROBLEMS 

 Excuse me, but there’s some noise on the line. 

Could you repeat that, please?  

 We have a bad connection. Let me call you back.  

 Hello. Can you hear me? 

CONFIRMATION 

 Uh huh. / Yeah. 

 I see. / I got it. 

 So, in other words you’re saying … 

 So, what you’re saying is … 

AGREEING TO A TASK  

 OK, I’ll do that. 

 Sure, we’ll do that. 

 All right, we’ll do as you suggest.  

SUMMARIZING  

 Let me summarize today’s points. We have 

agreed on three points: First, … second, … and 

finally, …  

 OK. Let’s summarize. We’ll … You’ll …  

DELEGATING TASKS 

 Bill, could you look into … ? 

 Takafumi, could you take care of … ? 

 Could we go over the action points again? 

 

FOLLOW UP MEETING 

 We’ll have another call on Friday the 10th.  

 Let’s have our next call at 8:00 a.m. on 

Thursday, September 24th, Tokyo time.  

 I’ll send you an invitation. Would you send the 

email addresses of the participants?   

 Would you please send the agenda for our next 

meeting to all of the participants in advance?  

ENDING THE CALL 

 OK. Does anyone have anything to add before we 

wrap up this session? No? Then, I guess we’re 

done.  

 Let’s wrap up this session. 

 On that thought / On that note, let’s call it a day. 
(used in the same time zone) 


