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1 Introduction
Why Meeting?

Meetings: The Game Effective Meeting: pp. 2-
(Listening practice: Types of Meeting, in |4
Meeting in English, pp. 6-9)

Meetings: The Game Effective Meeting: pp. 5-
Meetings: The Players 6
(Assigning the roles in meeting)

(Group Presentation and Mini-debate on

Euthanasia)

Meetings: Rules of the Game Effective Meeting:
Before the Meeting: Making a Meeting pp 40-49; 66-69
Objective and Meeting Agenda, and Ground
Rules

(Listening practice: Planning Meetings, in
Meeting in English, pp. 26-29)

Meetings: Rules of the Game Effective Meeting:
Before the Meeting: Making a Meeting pp- 72-90

Objective and Meeting Agenda, and Ground
Rules

Meetings: Rules of the Game Effective Meeting:
Before the Meeting: Making a Meeting pp. 72-90

Objective and Meeting Agenda, and Ground
Rules




(Group Presentation and Mini-debate on
Animal Tests)

Starting and Managing a Meeting
During the Meeting: Opening a Meeting,

Self-Introduction, and Moving through the
Agenda, and Summarizing the Discussion
(Listening Practice: Opening a Meeting, in
Meeting in English, pp. 34-37)

Effective Meeting:
pp. 92-93, 104-107, 132-
135,

Starting and Managing a Meeting
During the Meeting: Opening a Meeting,

Self-Introduction, and Moving through the
Agenda, and Summarizing the Discussion
(Group Presentation and Mini-debate on
Abortion)

Effective Meeting:
pp. 142-47, 153-155,
182-193, 211-218

Starting and Managing a Meeting

During the Meeting: Opening a Meeting,
Self-Introduction, and Moving through the
Agenda, and Summarizing the Discussion
(Listening Practice Moving through the
Agenda and Summarizing the Discussion,
Meeting in English, pp. 42-45)

Effective Meeting:
pp. 240-259

Ending a Meeting
After the Meeting: Writing the Meeting

Minutes, and Follow-up Emails
(Listening Practice: Writing the Minutes, in
Meeting in English, pp. 78-81)

Effective Meeting:
pp. 269-276

Ending a Meeting
After the Meeting: Writing the Meeting

Minutes, and Follow-up Emails
(Group Presentation and Mini-debate on

Illegalization of Drug Use?)

Effective Meeting:
pp. 269-276

How to Hold a Teleconference?

How to give a good presentation?
(Steve Job’s product launch presentation as

an example)

Presentation Skills and

Language: selected

pages

Individual oral presentation

Individual oral presentation

Mock Meeting (video)

Mock Meeting




