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1. INTRODUCE YOURSELF FORMALLY (880305
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I’d like to introduce myself

I’d like to introduce myself. I’'m Jack Todd from Dynacore.
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Let me introduce myself
Let me introduce myself. Dr Steve Perkins.
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My name is

My name is Helen Byrne. | run the HR division.
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Nice to meet you



Nice to meet you. John Bloor. We spoke on the phone last week.
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I’m delighted to meet you.
I’m delighted to meet you. My name is Jeffers.
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I’'m
I’m Jack, Susan’s cousin.
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Hi
Hi. Nice to meet you. I’m Susan but everyone calls me Sue.
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Hello
Hello. Sam Patrick from Sales.
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Jack
Jack, from Geneva.
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How are you?
How are you today? I’'m Liz.
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Nice to meet you

Nice to meet you, Colonel Wrigley.
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Pleased to meet you.
Pleased to meet you, Angela. I’'m Dr Slithers.
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I’m delighted to meet you.
I’m delighted to meet you. Welcome to London.
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My Pleasure
My Pleasure. Have you had a good trip?
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It’s an honour
It’s an honour, ambassador.
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Hi
Hi. ’'m Sam

c N < <
VOO Il OR|$GOD Sam ol

Hello
Hello. Andrew Damson.
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Nice to get to meet you too Nice to get to meet you too. I'm

Sarah.
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Lovely to meet you
Lovely to meet you. Would you like a drink?
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How are you?

How are you? It’s good to get to know you at last!
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5. INTRODUCE YOURSELF BEFORE A SPEECH (8§g&:06(00aC
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| am Dr. Jack Smith from Barcelona. | work at our R and D facility.
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I’d like to introduce myself

I’d like to introduce myself. | am Steve Platt, Chief of
Maintenance/
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Let me introduce myself
Let me introduce myself. Tom Salinger.
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My name is



My name is John Styles. | run Riversofts European operations.
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I’'m called
I’m called Roberta Woodall. Robbie to my friends.
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6.INTRODUCE PEOPLE TO THE PUBLIC (0§052005&¢
U)O%GOD’.)(TSGOO’JO%(’YOP 8(73@00%602 968)

o]

This is
This is Amy Stevens.
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May | introduce?
May | introduce Sally Young? Sallys our PR officer.
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Let me introduce
Let me introduce John Oats. He will be joining our sales team.

N0 ¢ C < cC O N NN
John Oatsg 8o5s005e0s0lqeon og§coxdod ey §

N o C < N C < N N
(TBSGO’]CSO']C\)GOQGODII (SQ(gOOC 32200 3’9@:?% Of]OC)

I’d like you to meet

I’d like you to meet Dr Li. She’s the Head Surgeon at BC Hospital.
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Have you already met Maria Jones?

Have you already met Maria Jones? She runs the Moscow office.
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7. SAY HELLO (g)058005(5¢¢)

Hi
Hi, John.
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Hello
Hello. May | come in?
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How are you?
How are you, Betsy?
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Good Morning
Good Morning, Mr. Hendricks.
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Nice to see you



Nice to see you again, Paul.
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8. SIGNAL THE START OF A SPEECH (3260000031 8§36+
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Right. Shall we start?

Right, Ladies and Gentlemen. Shall we start with our

presentation?
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OK. Let’s get going.
OK everybody. Let’s get going. We only have twenty minutes.
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Right then. We are ready

Right then. We are ready. The first point in the agenda is cost
cutting.
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Is everybody already here?

Fine. Is everybody already here? Let’s get on then.
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Time to begin
Well, Time to begin. We'll set off with an outline/
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9. START A MEETING (a20p5:32c0:00>E(9¢s)

Let’s get started.
Let’s get the meetings started. John, would you like to begin?
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We need to discuss

We need to discuss whether this company needs two factories.
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We will talk about

We will talk about the hazards involved in our Gulf of Mexico
drilling.
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What brings us here?

What brings us here today? The hope of finding solutions.
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We will study
We will carefully study all the projects that we’re brought forward.
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10.INTRODUCE A SUMMARY (3’90{]@%

To put it briefly
To put it briefly, we have a problem with sales.
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In a few words

In a few words, Chandler is leaving the company.
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In a nutshell
In a nutshell, the contract will be finished next month.
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To summarise

To summarise, we face an imminent strike in our Heathrow

facilities.
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It all comes down to

It all comes down to Sams behavior at the warehouse.
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