
SCHEDULING A MEETING
How do you organize your day or schedule at work? 
What do you use to record meetings and such? Do 
you have a PDA, a smart phone, or an appointment 
book? Do you do the same in your personal life?

USEFUL PHRASES

PHRASES PLAN

■    Check availability 
of a room / person /
audiovisual materials / etc.

 ■     Confirm / cancel / change 
a meeting / reservation

■     Book a conference room
 ■     Check schedule / 

appointment book / 
diary / personal planner

 ■    Let’s try to meet on (day) ... 
at (time of day)

 ■    I’m open in the mornings / 
afternoon / evenings

■    That is a better time / day 
for me.

■    Arrange
■    Add / erase
■    Set a date / a time
■    Time slot
■    Forget
■    Priority
■    Appointment
■    Jot down /  

write down
■    Use Skype / 

Facetime
■    Propose

MEETINGS

FREE BUSINESS ENGLISH LESSON

Warmer   
We tend to live a busy life, so 
time is valuable to us. The key to 
success is effective scheduling; 
to achieve that goal we could 
use sophisticated software or 
simply a calendar and a pencil.



USEFUL PHRASES

PHRASES PLAN

■    Check availability 
of a room / person /
audiovisual materials / etc.

 ■     Confirm / cancel / change 
a meeting / reservation

■     Book a conference room
 ■     Check schedule / 

appointment book / 
diary / personal planner

 ■    Let’s try to meet on (day) ... 
at (time of day)

 ■    I’m open in the mornings / 
afternoon / evenings

■    That is a better time / day 
for me.

■    Arrange
■    Add / erase
■    Set a date / a time
■    Time slot
■    Forget
■    Priority
■    Appointment
■    Jot down /  

write down
■    Use Skype / 

Facetime
■    Propose

MEETINGS
Warmer   
We tend to live a busy life, so 
time is valuable to us. The key to 
success is effective scheduling; 
to achieve that goal we could 
use sophisticated software or 
simply a calendar and a pencil.

SCHEDULING A MEETING
How do you organize your day or schedule at 
work? What do you use to record meetings and 
such? Do you have a PDA, a smart phone, or an 
appointment book? Do you do the same in your 
personal life?

FREE BUSINESS ENGLISH LESSON



AUDIO
ROLE-PLAY
Read the dialogue below. First read it as you normally 
would. Then read it in a tone of frustration. Now read it a 
third time In a tone of accommodation and cooperation.

Mrs. Dole:   We need to meet next month for the quarterly 
meeting. When is the conference room available?

Assistant:   It’s open in the mornings every week next month. 
Do you have a day in mind?

Mrs. Dole:   I was hoping to get it on the 15th, but for a full 
day!

Assistant:   Let me see who is using it then and if I can move 
them to the multipurpose room.

Mrs. Dole:   That would be grand! Ah! We need to have the 
smartboard and I know the multipurpose room 
doesn’t have one.

Assistant:   It seems like the group that’s using the 
conference room is small enough that a change 
won’t hurt them. Let me check with them first 
anyway and then I will let you know where we 
stand with your request.

Mrs. Dole:  Thanks. I really appreciate it

 (minutes later)

Assistant:   I got a go-ahead from the other team, so you 
can use the conference room all day on the 15th. 
I will make sure all the equipment is up and 
running for when you need it. By the way, you 
didn’t mention a start time or an end
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