Lesson Overview

Starting a meeting

Useful Ionguoge

- Good morning, everyone.

"Thank you for being here
T6i danh gid cao thoi gian va su
Today's

last
approximately [duration], so
let's make the most of our

today. | appreciate your time
~and commitment.
~meeting will

~time together.

Now,
- objectives of our meeting.

- The main objectives of today's “Muc tiéu chinh clia cudc hop hém |
follows: ) n ;
- nay nhu sau: [muc tiéu]

~meeting are as

[objectives]
~to ensure everyone is aligned

- with the purpose and goals of -
- cudc hop nay

this meeting

~current status of our project

let's move on to theE

Imagine that you are chairing
a meeting.

What will you say at the
beginning of the meeting to
set the tone for a productive
meeting?

~ Chao budi sang moi ngudi. Cam on
cac ban da dén day ngay hom nay. -

cam két cta cac ban. Cudc hop
hém nay sé kéo dai khoang [thoi
lugng], vay nén chung ta hady tan
dung t6i da thoi gian bén nhau

Bay gi®, hdy cing chuyén sang muc -
tiéu cla cudc hop cua chung ta.

P& ddm bado moi ngudi déu phu

hop véi muc dich va muc tiéu cla

. - dé& cung cdp théng tin cap nhat vé
to provide updates on the “tinh trang hién tai cla dy 4n cla
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“to identify any challenges we
~are facing and discuss how we
~can support each other in

~overcoming them

to refresh your

- project

to provide updates on our
ta cho dén thai diém nay

progress up to this point

to discuss the challenges we're
- chung ta hién dang phai d6i mat va
nhirng van dé c6 thé can sy trg gidp
~cUa cac ban |

~currently facing and where we
~may need your valuable
- assistance

provide a

gathered here and what we
- aim to accomplish

éto engage in
~exchange ideas,

- members

5 here's what we'r in : :
é 50, here's ?t © Pf going to Vi vay, day la nhitng gi chdng ta sé&
- cover today. First, we'll start by =, . <A N
; . ~trinh bay ngay hédm nay. Pau tién,
[agenda item 1]. After that,  , T 5 g
2 . . chung ta sé bat dau bang [muc 1].
~we'll [agenda item 2]. Moving , , N e

item 3], Sau do, chung ta sé [muc 2]. Tiép
; » , . tuc, chung ta sé [muc 3]. Ngoai ra, |
- Additionally, we'll [agenda item ~ N ;
i4] Finally, we'll [agenda item chung ta s& [muc 4]. Cudi cung,
5 Y & - chung ta sé [muc 5].

on, we'll [agenda

memories . ., « - A s
: \ .~ dé nhac ban nh& vé muc tiéu cda
~about the goals of this meeting cubC hoo nav va bai canh réne hon
~and the broader context of the la du’.épn y NE

5 clear
~understanding of why we're
va muc tiéu cda chdng ta can dat

discussions, tham gia thao luan, trao déi y tudng
and foster .., 2 L. ol
: : “va thuc day su hop tac gilra cac
- collaboration among the team . A , :

- thanh vién trong nhém

dé xac dinh bat ky thach thirc nao
ching ta dang gap phai va thao
ludn cach ching ta cé thé ho trg lan

nhau dé vugt qua ching

dé cap nhat vé tién trinh cla ching

dé thao luan vé& nhimng thach thic |

Pé cung cap su hiéu biét ré rang vé
ly do tai sao chung ta tu hop & day

~dé chia sé nhirmng phat trién méi
“nhat vé du an cda chung ta :
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briefly reviewing the meetingé

- objectives

édelve into the

- project

édiscuss any challenges we've
~encountered and  explore
- possible solutions

the for

~may have

\é\gﬁf,u;gn V:étznzur;eiag.reagﬂ két thic bang mot ban tém tat va
on the same page moving KEtluan dé dam bao tdt ca chungta
: Pag & - déu ddng tinh cho budc ké tiép :

forward

égoing through a memo and
- confirming our
- objectives

‘the  accuracy  of
~information presented

review the outstanding tasks

~that require our attention and
~discuss the methodology we

~plan to adopt

take your input in defining
- program specifications for the
- cho cacdu an con lai

“remaining projects

to ensure that
~as a crucial
- possible,
testing

step,

: , progress - di sdu vao ban cap nhat tién d6, noi -
- update, where I'll share the _.." = .~ —5 e iz v
: - t6i sé chia se nhirng phat trién mai
latest developments on our | . o L s , :
: - nhat vé du an cua chung ta

specifications are agreed u 32 nham t6i viéc dam bao rang tat ca
oP & PON  c4c chi tist dugc théng nhat va néu
and if T~ A e 8 :
- €O thé thi sé chuan bi chung cho
prepare them for . ) A :
viéc thu nghiém

thuat lai ngan gon muc tiéu cubc

thdo luan vé moi thach thire ching
ta gdp phai va khdm pha cac giai
“phap kha thi |

. cho phép dat bat ky cdu hoi hodc
- questions or concerns you <. . . . . . :
- ma&i ban tdm nao ma ban c6

xem qua mét ban ghi nhd va xac |
meeting -

nhan muc tiéu cudc hop cda chung

: ~dua ban qua tién trinh chung t6i da
- take you through the progress x NN
we've made so far and verify ~dat dugc cho dén nay va xac minh
' tinh chinh xac cda théng tin dugc
the N N \ N
- trinh bay -

xem xét cac nhiém vu ndi bat can

dugc ching ta chd y va thdo luan vé
phuong phap ma ching ta dyu dinh

ldy y ki€n cda ban trong viéc xac
dinh cac chi tiét cda chuong trinh
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present an update on the
project's status, highlight key
milestones and challenges
~conclude by summarizing the
key takeaways and outlining
the next steps

Before we proceed, let's
~confirm if there are any initial
~questions or topics you'd like
“to add to our agenda. '

étr‘lnh bay théng tin cap nhat v‘éé

trang thai cda du &n, néu bat cac

méc quan trong va théch thic

két thic béng cach tém tét nhimg |
diém chinh va phac thdo cac budc

tiép theo

Trudc khi chuing ta ti€p tuc, hay xac
nhan xem ban c6 muén thém bat
ky cau hoi hodc chd dé nao vao

chuong trinh budi hop cla cla

- ching ta hay khong.

"To wrap up, | want to
emphasize the importance of
~our time together today. We're
here to collaborate and ensure
that we're making progress
toward our goals. After we've
~discussed the agenda items,
~we'll  summarize our

- takeaways and action points to

key

~ensure a productive outcome.
Let's Dbegin with our
agenda item: [agenda item 1].

first -

Dé két thuc, tdi mudn nhan manh |
~tdm quan trong cla thdi gian chdng
~ta tai day ngay hom nay. Chung ta &
- day dé cong tac va dam bdo rang
ching ta dang dat dugc tién bd
hudng téi muc tiéu clia minh. Sau
~khi thdo ludn vé cadc muc trong§
~chuong trinh budi hop, ching ta sé
tém tit nhimg ndi dung chinh va
~diém hanh dong dé dam bdo két
- qua hiéu qua. Hay bat dau v&i muc
- chuong trinh dau tién cda chung ta:




