How to improvise in a meeting

2 Expressions

Y51 The staff of the English Depariment of fhe
Free International University in Moldova are
having a regular departmental meefing.

useful phrases
about a famili

preparation. Listen to two extracts from the meeting.
1 What are the main ideos of the two falks?

ke it thei

Starter 2 Whaot does each speaker wai T

hisleners 1o da?
3 What does the second speaker discover
at the end of the meeting?

Z
r &
Was the topic fummc,\:gu ’0 2 Put the words from the conversation in the
i 3 conect order. Then listen again o check.
2  What advice would you offer o somecne ! ¥ cheady #:sueEmushilitm Nk

about giving an effective impromptu talk? hrow ok 7 yous.

2 on fideo / give / to/ you

3 1/ Im/ going / betore / someone /
fhat / ground / not / covered / hope /
over [ else / hos.,
saying / was /| whal?

5 can /| / think / there's / don't f at /
amything / | / else / the / add / moment.

6 somewhene [ it / got [/ hera { I've /
some [ about / information.

7 thing / it's / small / reclty / o / just,

8 sure )/ I'm / know / you

9 say / wonted fto /1

10 it / about / really £ that's,
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1 You are the office manager in charge of
security and building issues, Unexpectediy,
in a meeting. your boss asks you to outline
the forthceming construction works ot
your company, Use your notes below fo
give a brief ovarview. Use phrases from
Expressions to help.

Eenovation of east wing; starts mid-Tune, due 1o be
finished earty August

20t May - deadline for completion of office-sharing
details for summer periad

104t Jure - deadline for all a1l to mowe out of fheir

offices. Packing boxes will arvive by 15t Tune

Waluables: don't leave amything around during this period

business one : one

Many verbs are followed by a verb in the
gerund or infinitive, Some verbs, however,
can foke either a gerund or infinifive, but the
meaning changes.
Ge on fo do: change the activity by starting
anew one. Ga on doing: confinue with same
activity:
She started folking about the naw project.
She went on to say that there would clso be
managemenl cmngeﬁ,
They'll go on practising urtil they get it right,
Mean to do: intend. Mean doing: result in:
I meant to tell you about it Iost week.
Gaing te the USA will mean working hard,



3 Match the expressions in 2 with the
functions below.
playing for fime [4][]
ofiering a disclaimer ][]
intreducing a peint O]
finishing 1]

4 lock again af the expressions in 2. Which
could you use in a more formal situation,
and which in a less formal one?

i

Regref fo do: used for giving bad news or
making anneuncements. Regref doing: refers
back fo the past to apologize for a past action:

| regret fo inform you that | can't atfend.
| regrat felling her about the offer

Need doing gives o passive meaning.

It needs changing.

(= it needs o be changed)
With the verbs advise, allow; forbid, and permif,
use -ing if there Is no personal object.

| wouldn't advise taking fhe car,
With an object, or if the verb is in the pussive.
use the infinitive.

| wouldr't advise you to take the car.

You are not advised fo take the car,
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Hint
ot the: top of my head - without thinking very much

Off the top of my heod, there are about 250 new students.

offiand, off the cuff - without preparation or checking
detiils or kedts

| con't remember any of the details offhand, but I'N email

fhem after the meeting.
He gave a really good presentation off the cuff.

Writing
1 George emailed Kristing after the mesting in
Expressions. Cormect the mistakes in his email.

i

Dear Kristina,

Could you talk us through the grant project again at the
faculty meeting next month? Ellie needs giving a talk too,
but her supervisor wouldn't permit missing her classes, so
I if you wouldn't mind, could you give her talk too?

I'd like to starl the meeting with the exam izsues, and then
you could go on mentioning the ELU project. | think they will
allow us spending about half an hour on our talk.

| guess it'll mean fo prepare a PowerPoint presentation
too.

Thanks,

George

| N—

Look

Look af listening script 17,1 on page 128. Find mare
examples of verbs taking the infinitive or gerund.
What is the meaning of each verb used?
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