Conversation

Business meetings — Exercise

Fill in the gaps in this conversation.

A: Thank you for coming to see me at such ... short notice .... As you know, Sally, the Marketing

Manager, has juSt ..........cocccvvvieeeeeeninnns ,andwe needtofind @ .......oooooiviiieeeeinnnnns replacement for
her urgently. So, I'd like to hear your ..........cccccoeveiiiiiiiinnnns on this.
B, I, it, we have two options: we can ..........cccccvvvvvvveeeennennn.
promote her assistant or We €an ............cccccveeeeeeeriinns someone through our ..........ccccvcviiieeneennn.
agency.
Al , | don't think her assistant is ready t0 .............ccccvvvvveeeeeninne In my
................................. , it would be better to ...........cccccvvvvvvnnneee... €xternally.
Bilgo oo, you that her assistant is not quite ready t0 ..........ccccceeeeevriiiinnnnn. the team
yet. HOwever, ........ccccoceveeeveeeevennnee. externally may take too long. There ... an
alternative.
A:WE (i, John, the Sales Manager, t0 ..........cccceeeveveeeeeeenenn. into the
................................. while we look for a replacement. That would ................................. the team for
B:I'mnot ... that would work. There’s been some ...........ccccceeeiiiiinnnn. between
Sales and Marketing recently. | .......ccovviviiiiiiiinennnn. the Marketing team will be too happy with that.
A:I'mafraid | ......ccccooiiiiies (o T with you on that. This could actually help
................................. the two departments ................................. together. | believe the benefits can
€asIly ..o the o
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B:1SEeYOUr ......oovvvviviiiiiiiiiiieeee ,but I stillhave my ... | feel we should
................................. the other department ...............ccccceeeeeennen @s well,
A:lhaveno................................ to that. They may ........ccccccevvvvvnvninnnnnnns with some ideas that we
haven't ......ccooveviiii, of.

B: Why don'twe call an ..........ccccvevvevvvvevvennee, board meeting to ........cccvvvvveeeiiiiiiiie and then
................................. the possible solutions to the .........ecvvvviieiviiiiiicceen? i, doES
114 1= | to you?

Az Yes, that sounds .......cooeevvvivieiiiiiinieeieeeenn, a good plan. But, first, I ..........ooeeeiiieinnineennn, we talk to
Johnand .........ccccccoiiiiinnnnnns him .., ontheidea. ...ccccooovrveviviveinvinennnen. talk to him

or will you?

B: I'm happy ...occcvveeieiieeeeiee way. On second ........cccceeveeeeerininnnnn. L YOU'd e
doit. Itisyouridea ........cccoooeeiiiiinnnnnnnnns all, and ......coooooviiiiiiiie, y YOU'TE i
convincing people.
A: I'm not too sure about that! Anyway, let's not get ..., Back to the
................................. IN e S0, COUlD YOU ... @ DO@rd meeting
................................. lhavea................................. with John?
B:Sure. I'll .o, it straight away. Is there any other business we need to
................................. now?
A NO, 1dONT oo, Let'stouch ....coovvvnvevviiiiiiiiieenn, again tomorrow.
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