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CONVERSATION

Good morning, everyone.

I’'m Sarah Chen, and I organized this meeting to discuss our strategic planning for the next fiscal
year. I'll be leading today’s meeting, and my goal is to guide us through the agenda efficiently
while ensuring a productive discussion. We have a lot to cover, and your comments and
suggestions are always welcome. Let’s begin by reviewing the Q3 sales data. Thank you all for

coming.
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* Introducing Yourself (2)
* I’'m ... [name]. | organized this meeting.

* I'm ... [name]. I'm the meeting host/moderator.

* I'll be leading today’s meeting.

» I'm Sarah Lin, your meeting moderator today.

* [ organized this meeting to review our monthly sales report.

@ WORDS & PHRASES o

1. organize [ 'orgo naiz] v.)
2.  strategic [stra'tid31k] (adj.)
3. fiscal year ['fiskal jir] (n.)
4.  lead [lid] (v.)
5. agenda [0'd3endo] (n.)
6.  efficiently [1'fifontli] (adv.)
7. ensure [en' for] (v.)
8. productive [pro’daktiv] (adj.)
9.  sales data [selz 'deto/deeta] (n.)
10.  comment [ kament] (n.)
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