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| am contacting you to ask you to join us for an
on-line meeting.
| would like to discuss O O with you via Zoom.

Which platform should | use?

Please install oo beforehand so that we can
have an online meeting.

Please inform us of a convenient time and date
for our web conference.

We are going to have an online meeting at O
on OO.

Would that be convenient for you?

Could I ask you to join a web conference?

Please inform us of a convenient time and
date.

Please click on the following URL a few
minutes before the conference.

Is everyone there?

Let’s wait until the rest of the members join us.
Are you with us, Mr./Ms. co?

Yes, | am with you.

Should we wait for anyone else?

Who hasn'’t joined yet?

Mr./Ms. oo hasn’t joined us yet.

Is Mr./Ms. oo going to be in the conference
today?

Is everyone here for the web conference?
Thank you for joining today’s conference.
It's time for the conference. Shall we start?
Let’s get started.

Sorry, | am going to be late.

He is going to be late by 10 minutes or so.
| will be there in 10 minutes.

Everything is fine.

We are all here.

This is Japan. We can hear you.

Please don't forget to finish this web
conference by oo.
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sound issues during the conference.

Hi, This is AA from ocodepartment.

It's oo from Japan speaking.

I am oo, and | am going to facilitate this
meeting.

| am oo, our team leader.

How are things there lately?

Are there any issues lately?

Let's get down to business, shall we?.

Today, we are going to talk about OO.

Here is today’s agenda.
Now let's move onto the next topic, shall we?
Mr./Ms. oo, would you speak first?
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| am contacting you to ask you to join a web
conference.

| would like to have a discussion with you about
oo on Zoom.

Which platform would you like us to use?

Would you please install oo beforehand so that
we can use it for our web conference?

Would you please inform us of a convenient
time and date for our web conference?

We are going to hold a web conference on OO
at O.

Would that be alright with you?

Would you join our online meeting?

Would you please inform us of a convenient
time and date?

Please kindly access the below URL a few
minutes before the conference.

Is everyone here?

Let’s wait until others join.

Are you there, Mr./Ms. 00?

Yes, | am here.

Is there anyone else we should wait for?
Who isn’t here yet?

Mr./Ms. oo isn’t here yet.

Is Mr./Ms. oo scheduled to be in the
conference today?

Is everyone ready?

Thank you for joining the conference today.
It's time to start. Shall we begin?

Let’s start the conference.

| am afraid that | will be late.

He is going to be about 10 minutes late.

| can join in 10 minutes.

Everything is alright. No problem.

All of us are here.

We can hear you in Japan.

Please be reminded that we need to finish this
web conference by oo.

Please report to me if any image or sound
issues happen during the conference.

Hi,  am A A from oodepartment

This is oo from Japan speaking.

This is oo, and | am going to facilitate this
meeting.

This is oo, our team leader.

How are things lately?

Have there been any issues lately?

Let's get down to business.

Today, we are going to discuss OO.
This is today’s agenda.

Now let's move onto the next topic.
Mr./Ms. oo, please go ahead.
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First of all,  am going to announce the
budget/the person in charge/the schedule of
this project.

If you have any suggestions, would you speak
up?

Would you please look at page oo of your
handout?

Please speak one at a time.

Now Mr./Ms. oo is speaking.

Today, we are going to discuss 2 topics.
Based on our viewpoint...

As far as | understand...

Would you give me some time to think before
answering?

| am afraid that’s not possible.

We have another way to do it.

Let's take a moment to calm down.

Why don’t we get back to the original starting
point?

Do you mean OO?

Let me propose a solution.

| don’t think this suggestion is realistic.
| don’t think the budget is enough.

| must say that the schedule is tight.

| think we require more manpower.

| am oo, a sales representative. I'd like to
speak about oo.

Please share the progress of your project.
| am going to share the results of co.

Would you kindly research and report the
results?

Is this clear to you?
Have you received the agenda?

among yourselves?

Let’s find a common ground.

Would you compromise?

Do you have any intentions to compromise?
Why don’t we co?

As | told you at the beginning of the
conference...

Excuse me, | missed what you said.

| found several issues regarding oo.
Why don’t we oo to improve sales?
Would you tell us about oo in detail?
Let’s consider another way.

That makes sense.
| got it.

Hmmm... (thinking)
Is that so?
Fantastic!

That’s great!
Absolutely.

Fair enough.
That's exactly right.
Do you mean...?

©2021 YFESUELEE

o

TnaEiREE2

Firstly, | would like to report the budget/the
person in charge/schedule of this project.

If you have any suggestions, please speak up.

Please look at page oo of your handout.
Would you speak one at a time, please?
Mr./Ms. oo is speaking.

Today, we have 2 topics.

Based on our point of view...

From what | understand...

Let me consider it and get back to you later.
| am afraid that's not an option.

We have another plan to deal with it.

Let’'s calm down.

Let’s get back to the original starting point.
Does that mean OO?
| would like to propose a solution.

| am afraid that | don’t think this suggestion is
practical.

| don’t think the budget is sufficient.
| think the schedule is too tight.
| think we need additional manpower.

| am oo, a sales representative. | am going to
speak about oo.

Please inform us of the progress of your
project.
| am going to report the results of oo.

Please research and report the results.

Does this make sense?"
Do you have the agenda with you?

Please turn on mute mode when you speak
among yourselves.

Let’s find a point of compromise.
Would you be willing to compromise?
Are you willing to compromise?

Can | suggest co?

As | informed you at the beginning of the
meeting...

Sorry, | missed what you said.

There are several issues regarding oo.
Can | suggest oo to improve sales?
Please let us know about oo in detail.
Let’s figure out another way.

| see.

| understood.

Well...

Is that right?

Great!

That's wonderful!

That'’s exactly right.

| fully understand the situation.
You've got a point there.

Does that mean...?
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The answer is yes and no.

Our situation is the same as yours.
| agree to this plan.

| object to this plan.

| couldn’t agree with Mr./Ms. oo more.
| am afraid that | must object.

My opinion is different from yours.
That's a great idea.

| understand your intention.

Are you sure?

Hello, can you hear me?

Yes, | can hear you.

| can barely hear you.

Please raise your hand if you can hear me.
Would you mind speaking louder?

Please get closer to the microphone when you
speak.

Sorry, mute was on.
Mr./Ms. oo, your mute is turned on.

Please turn on mute unless you are speaking.
Mr./Ms. oo, are you with us? Do you hear us?
| couldn’t catch you.

Would you say that again?

The sound is on and off.

We have a bad connection.

My PC froze.

| am going to restart my PC.

Your microphone is off.

Mr./Ms. OO, you are not on the screen.
Please adjust the angle of your web camera.

Our connection is not stable.
Your volume is too low.
There are noises.

Would you adjust your web
camera/microphone?

We lost Mr./Ms. oo.

| am going to restart the app.

| am afraid...

Please speak more slowly.

| can’t catch you. Please speak more slowly.

It seems that we have an issue with the
connection.

Please wait for a moment.
Let me call you back.

The sound echoes a little bit.
| am going to reconnect.

| am sharing my screen.

Would you magnify the document? It is hard to
see.

Are you able to see my screen?

Would you switch back to the previous screen?
Would you show slide numberO, please?
Would you show me the next slide, please?

| will send you this handout.

Please look at this screen.
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It can be either way.

We have the same situation here.
| agree to this idea.

| object to this idea.

| completely agree with Mr./Ms. oo
| am afraid that | object to it.

| have a different opinion.

That's a good idea.

| understand your point of view.
Really?

Hello, do you hear me?

Yes, | hear you.

| can hardly hear you.

Would you raise your hand if you can hear me?
Would you please speak louder?

Would you get closer to the microphone while
speaking?

Sorry, | was on mute.

Mr./Ms. oo, you are on mute.

Would you turn on mute unless you are
speaking?

Mr./Ms. oo, are you there? Can you hear me?
| couldn’t hear you.

Would you repeat that again?

The sound is breaking up.

| think we've got a bad connection.

My PC is frozen.

| am going to reboot my PC.

Your microphone is turned off.

Mr./Ms. OO, we can’t see you. Would you
mind adjusting the angle of your camera?

Our connection is unstable.
Your sound level is too low.
We can hear noises.

Would you check your camera/microphone?
Mr./Ms. oo has been disconnected.

| am going to reboot the app.

Sorry,...

Would you speak more slowly, please?

| am not quite following you. Would you speak
more slowly, please?

It seems that we have a bad connection.
Would you wait for a moment?

| am going to call you back.

The sound is echoing a little bit.

Let me recconect.

| just shared my screen.

Would you mind magnifying the document? It is
difficult to see.

Are you seeing my screen?

Please switch back to the previous screen.
Please show slide numberO.

Please show me the next slide.

| will e-mail you this handout.

Would you take a look at this screen?
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| am uploading the document.

Would you focus on figure 1?

This figure is decreasing/increasing.

Would you switch off the screen share mode?

Would you take a look at the chart on the
screen?

Is there any other topic to discuss?

Did we cover all the topics?

Do you have any questions so far?

| don’t have any questions.

Could | ask you a few questions?

Am | understanding correctly?

Would you mind explaining about oo in detail?
Is it OK to finish this conference at this point?
We have O minutes left.

If anyone has any questions, please send me
an e-mail.

Let me double-check some points before
finishing the conference.

Since we are running out of time, please be
brief.

Since we are running out of time, let me briefly
summarize today’s conference.

Are there any more things to add?

The following undecided points still need
further discussion.

Are there any more topics to be discussed?

Now it’s time to close the conference.
Let’s call it a day.
We are finishing the conference now.

We appreciate your participation in this
conference today.

The next conference will be on OO, at AA.

When will the next meeting be held?

Will the next meeting be held at the same time
as today?

| will e-mail you the conference minutes later.

The scheduled conference will be switched to a
web conference.

Unfortunately, we are running out of time.
Thank you for your time today.

I think we had a good discussion today.

Let’s discuss at the next meeting again.
Goodybe

| will e-mail you the conference minutes shortly.

| look forward to seeing you at the next
conference.
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The document is being uploaded now.
Please focus on figure 1.

This figure has been decreasing/increasing.
Would you turn off the screen share mode?

Please take a look at the chart on the screen.

Do we have anything else to discuss?

Have we covered all the topics?

Does anyone have any questions so far?
Everything is clear to me.

May | ask you a few questions?

Are we on the same page?

Would you explain about oo in detail?

May we now adjourn the meeting?

There are O minutes left.

If anyone has any questions, please e-mail me.

Let me confirm some points before finishing the
conference.

We are running out of time. Please be brief.

Since we are running out of time, I'll briefly
summarize today’s conference.

Would anyone like to add anything?

The following undecided points need to be
discussed further.

Is there anymore to be discussed?

Our time is up.

Let’'s wrap up the conference here.

The meeting is now adjourned.

Thank you for joining the conference today.

The next conference will be held on OO, at
AA.

When will the next conference be held?

Will the next conference be held at the same
time as today?

| will send you the conference minutes by e-
mail later.

The scheduled conference will be changed to a
web conference.

| am afraid we are running out of time.

Thank you for joining today’s conference.

| think the discussion was successful.

Let's talk again at the next meeting.

I'll excuse myself first.

| will send you the conference minutes shortly.

| am looking forward to the next conference.
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