Lesson Overview

Running a face-to-face meeting

Thank you all for coming.
~Let's get down to business.

I'm glad you could all make it.

Perhaps we could make a

I'd like to welcome you all

here today. Let's get started.

éEverybody is here now. So,
let's get started.

Imagine that you are chairing a
face-to-face meeting with your
team.

What will you say and How will

you run it?

~Cam on moi ngudi da dén. Hay bt
_tay vao cdng viéc nao. :
- T6i rdt vui vi tat ca cac ban déu c6
mat & day. C6 |& chung ta c6 thé
~bat dau. |
“T6i mudn chao dén tt ca cac ban &
~day ngay hém nay. Hay bat dau

Moi ngudi déu da & day roi. Vay
~hay bét dau thdi nao. |
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Looking at the agenda, you'll
“see that there are [number]
- things to discuss today.

Now, we're here to discuss the
~rollout of the new
- customer relationship program.

SAP

to discuss the upcoming project
timeline and allocate |
responsibilities |

to discuss the upcoming launch
~of our new marketing campaign

' So, let's look at point number
~one: [agenda point 1].
[name], would you like to
begin? / [name], would you like
to kick things off? / [name],
~would you like to start?

éCan you stop there, [name]?é
Let's not get sidetracked. |

Let's not lose sight of the main
- objective here. :

Nhin vao chuong trinh cla budi
hop, ban s& thay c6 [s6] dieu can

~thao luan hém nay. |
Bay gid ching ta & day dé thao
~ludn vé viéc trién khai chuong trinh
~quan hé khach hang mdi cta hé
thGng SAP. |

dé thao luan ve tién trinh thi gian
cUa du an sap téi va phan bo trach

- dé thdo luén vé viéc ra mat chién
~dich tiép thi mé&i sap tdi cla ching

Vay, chung ta hady cung nhin vao
ndi dung s6 moét: [ndi dung 1]. :

[tén], ban c6 muén bat dau khong?

Ban c6 thé dirng lai & d6 khong,
[tén]?. Ching ta dimng dé bj lac dé.

Chung ta dimg dé bi lac khdi muc

- tiéu chinh & day.

Chang ta chuyén sang diém tiép

~theo nhé?
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- So, let's just summarize the
-~ main

~very much for all your ideas.

‘Thank you all for

- contributions today.

ESo, that wraps up everything
~ for today.

We'll begin with an in-depth
“nghién cru chuyén siu, bao gom
~customer surveys, interviews, |
' analysis,
before moving on to the

research  phase, including

~and  competitor

development stage.

"Ban ¢4 suy nghi gi vé diéu néyé
~khéng, [name]? i
T4t cd chung ta c6 dong y vé dieu
- nay khéng? |

V| vay, hdy tom tat nhing di‘éué
things we've agreed.
[summarizing points]. Thanks

chinh ma ching ta da dong y. [tong
hop cac diém]. Cdm on rat nhiéu

~cho tat ca cacy tudng clia cac ban.

i Pugc rdi, hdy xem lai nhimg gi
- OK, let's go over what we've N YA C reg 5 g :
“agreed. [summarizing points]. ching ta da dong y. [tong hop cac.
~agreed. " diém]. Cdm on tat cad cac ban vi
your ~ s s ? s 2

-nhirng déng gop cua cac ban ngay

Pugc roi, dieu d6 da géi gon tat ca
- moi thit cdia ngay hdm nay. :

Chang ta sé bat dau vdi giai doan

khao sat, phong van khach hang va
phén tich di thu canh tranh, truéc |
khi chuyén sang giai doan phat
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To make up for our lack of
plan
“hoach cho céc budi dao tao véi cac
- chuyén gia bén ngoai clia ching ta.
T6i s& ndi chuyén vdi bd phan nhan
marketing experts to the team -

resources, Maria will
training sessions with our
- outside experts. I'll speak with
"HR about adding more

to help with the campaign.
~We'll also need to
“resourceful
éfunds for the budget while
making sure we don't skimp on
crucial components

Pé bu dap cho su thiéu hut ngudn
luc cia chdng ta, Maria sé Ién ké

su vé viéc bo sung thém chuyén gia

tiép thi vao nhém d& hé trg chién
be
when allocating

dich. Chung ta cing can phai tng
bién khi phan bé kinh phi cho ngan

séch, dong thai dam béo khong tiét
~kiém nhitng thanh phan quan




