English / Japanese Meeting Phrase List — From Start to Finish

1. Chairperson/Facilitator/Leader - Starting the Meeting

We're just waiting for everyone to join.
We'll get started in a few minutes.

1. Let's get started. / Let's start. BC#BN I D05
1. Thank you for taking the time to call in.

[to call in] MHBIC lto participate in this call] TH
OK,
1. We appreciate the time and effort you have put into
this.
1. Thank you for arranging this meeting.

2. Good morning, thank you for joining the call so early in
the morning.

2. Good evening, thank you for joining, | know it's late in
the evening for you.

3. Could someone in the U.S. keep notes during this
meeting and email them to us afterwards?
BBRIIBEDPICEDDT. REDRIBIFICHDN DD
BfEICLUCREF T, OETIEemaill3EFFE U TEZF
EE

3. John, would you please send us the minutes of today’s
meeting?
BRIZEDE. PORELT DEFHREICTRDD TR
T9Y,

LIBHFELLD.

1. FLIVICBNLTINTHDHEST
SNFET,

L (FUIVBIRNADERESHTHIES
V=R
FLUOVBRICTRAVEEEHONES
CRNET,
BFEDYA LY —VICENETORES
2. BIFESTRNEY, BBINEBNML
TVEREBDHESTINET,

2. ChIFAIE. ZE5EBTRENEBER
FIN SHNLUTVEREEHOHESTE
WF9,

3 USF—LDEREN. REDKEEE
STHTE > TIEENE I,

3. V3V, BTHICSBOHBRER>T
<EENFIN?

4 DBRHOHBREE ST, BECe-
malCHARITEDET,

5. MIFMDFTLIVPTY, 30DUAICK
BFFTY,

6. ;5053 LN BNFER A,

6. 50DEICIRITEFNENTE LA,

6. BN TRITINELNEL A

4. | will take notes during this meeting and email them to you.

FEBR R ITDDEAETIN, BARICENICETDENDKRTIIGOOD,

5.He’s on another call. He should be with us within 30 minutes. 1B F EIFEN'HDIFS(S.
[5EFICRKD ) EEDKD MBODMURICKD ] EE 2D HDXDIINTT,

6. I'm only available for 50 minutes. / I'll have to leave in about 50 minutes. E4AH(CIFEZE
AMNBDEZNETICEBEZREZRNDOETCINKIDETDOTHIRHTY,
| may need to leave in the middle of the call. EHT D] CEEZEERIELET,
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Chairperson introduces the Meeting Objective

7. So first, let me clarify the objective of this meeting. 7. REOBRERRIETIIZE0,
7. The purpose of this call is to discuss 000 and decide

~

. COREDOBRIE. _ ICDU\THEE L.
on an action plan. POYaVISVERDHBITETY,
/=2 UlE [The purpose of today’s meeting is to ~] X

'What we'd like to get from today’s meeting is ~| 7£&,

2. Discussion: English Questions
1. (’m sorry) Could you explain that more simply?

1L ESDULDNDDOITNLDICHBLTE
5RFIN?

2. F i aRBLCESAFIN?

3. EO—EHBPLTESAFTIN?

4. ~ZBREICLUTIESE,

2. (I’'m sorry) Could you explain that in more detail?
3. (I'm sorry) Could you please explain that again?
4. Could you please clarify ~.

5. Would you summarize this problem for us?
RIZEOEHICHNDPY <FBELTINDRIC > COMBERRL SIS,

é.@é’i&)’ rfor USJ 53'76CGOODO 6. %5”)(/@3<D§%[/T<Eéb\o
7. EDDUREBEHETHE LTI ES0,

6. (I'm sorry) Could you speak more slowly? 8 MSMNFLATLR. B5-ES>T

'more slowly ] Z [slower] [C L CEOK, WERHFEIH?

7. (’'m sorry) Could you speak more loudly? 9. BDDFRATUEL, BIOENIELT

'more loudly ] % llouder] [C U CEOK, WERTZEIN?
10. o Lo oETENRIDDSEN >

8. (I’'m sorry) I couldn’t catch that, could you repeat that? roTInt,

%%HQ“ED‘DE%[C‘J rsorryr)J (: L/T:E)OKo 11. EEORPTIHFZEAN. ZNICDN
THERBUTCRELVDTID,

9. (I'm sorry) | don’t understand what you said. Could you

rephrase that? [rephrase] [EDNSEN >ZFICHDS
WSICENB L TES DRDKIR,

10. Sorry, but | don’t understand your point.
BFDES CRBDDDSBEN DIZESICHEZAFT,

[l don’t understand that. ] [38§E UCTHRFODS 2B ZZITANSNENEE > TUNDK
SICHENDBEHDDTESNHUETT,

11. Sorry to interrupt, but I'd like to confirm what you just said. 2553 2 =DBE I3 Sorry

EDFTENNTIN, ZNANIARETT, [Let me make sure that | understand what
you said.] CTEOK,

2 advancedbusinessenglishjapan.com



Discussion among Team Members

12. Would you hold on a moment please? We Japan members would like to discuss this.
12. Please give us a few minutes to talk about this as a team.
13. Could you excuse us for a minute? We are going to discuss this in Japanese.

NWERVBARETHEULCI CENULUEHD XTI D CDX

5B—SENNBENZDENRNENET, BAEBTHELE | 12 BAOXY/ - TBELEND TS

#(3. MWFEH LT IMhank you for waiting. We decided that oEeRRECRES.
o _ 13. SHFLAD, ZNICDNTOFEE
BRE BEBETIEAE UL D,
TELET,

14. BARFECTHEIBI2— I UET,

14. We will put the phone on mute while we discuss this

among ourselves in Japanese.

NENEI 21— FTITIERUDBNECENSNFIIDTER. —1. BBEODBARHSZ
ME5EDF v ANBOEEICIE. TLUIVDBIFICRESBRNKIICTa—HITDEKX
NWTL&D,

Chairperson — Topic Phrases 1 COBEBICONTRHDICHELE LR,

ROFBAICKEDE U & D,
2. 7ZFBIVF UL, COPBIIROEE
FTREBICLUT. ROFTEBISEHE L&

1. I think we have fully discussed this issue. Let's move
on to the next subject, which is....
move on] OHNHDIC Tgoon) BIFZFET,

Do
3. BRENBEDBNDTRICHBOF &£ D,
4. (ZENZNEZE BHENERDTY

2. We seem to be stuck. Shall we wait on this issue until
our next meeting and go on to the next subject?

3. OK, Let’s go on to the next subject since we don'’t f;c@%%\ S DD EEBDEECE
have much time left. L= s 5.

6. ((FLHDBODBE LIV ES—EIF
4. | think we’re getting a bit off-topic / off-track now. DS LE L >,

7. 5&2EBELFLLD,

5. We should get back to the subject at hand. 8 DIV N BESENT,

6. Let's start over from the beginning. [ U&HNHSXODE
FTENDDRFEBFEDATZNDT, KFEFEHNT NI UNMENEE A, [Let's take it
from the top.] CTEHEOK,

7. Let’s talk things through. / Can we review the situation?

8. Okay, everyone, | think we should all calm down...
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Discussion Phrases

1. Does this make sense? &< Do you understand?] ZEWHDETIH. CNISHBFO

EREZEICECRD, RILICHCANBETINDTIER.
2. Do you have any questions?

3. Does this answer your question?

4. What do you think about this? &% TESU\ZULVEFEH
B EE(E MBob, what do you think~?1 DKDICEZFTER

AMCDTFE L&D,

4. Could you comment on this / that last point?
EREUEFRNICECEEDBONSNALHINNNTLUL D,

5. Would / Do you have any advice? ladvice| IMANCE
lrecommendations | Xb l'suggestions] MMFEZFE T,

6. Would / Do you have any comments from the
financial/research/PK point of view?

7. We are fine with that. / Sounds fine / Sounds good.

8. That makes sense.

9. We were hoping for a different answer. | understand
that you've tried to ... BUT... RXIBRB &R /N2 \6FIE.
& 'l understand that] TEfEZ3 U CZEDEBUT
Z2DF3dENNTY,

10. That might work, but I'm afraid it’s not a final
resolution / solution / answer.

11. That is a good idea, but we need to ___, not

1. CEBRVEETFILEDL?

2. BEIHOFIN?

3. (BEICEAIE®E)
CNIEIBHEZEOBEOEZCIE>TNE
IHn?

4. ZNICDNTESBNKID?

5 PRNAREHBDFTIN?

6. 000DEHRD SN IR Y FIHD
IH?

7. ZNICERTI, FHNHE>TLM,
8.E>EETINL

9. ZNECEELH > ECEEENT
9. ~ENDTEF BRRLE LD
TE~,

10. ZNUSTEETL L DD RAROISHE
RETEDODFEA.

11 ZNUEVNETIND zzzTIRELIE
AR000NNE LD T,

12. WWEBBETIR, RBZXINETT
N SEEBTETFEBA. 5L EHRN
THREFT,

13. ARSNFIN?

12. That's a good question. Let me look into it and I'll get back to you later. labout it.| 7£&

13. Can this be improved in some way?
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14. Do you have enough information to analyze this
problem?

15. Could you identify the cause of the problem?

16. What caused the problem? What can be done to

prevent it from happening again? [happening again] &
['reoccurring J

TEOKD

17. Would you tell us what you need from us in order to fix
this?

18. | tried to clarify this in the e-mail | sent Wednesday.

14. COFEZEBRITT DDIC+D
BREHOEIHL?

15. BRDRRZERFE L CUVEET
FIn?

16. {@HRA T LIZD P BF LR
ZHICEANTEXID ?

17 {BIET DDICAHTH S5
BTLLDON?

18. KBBICFADNE D12 X — )L TERER
LIEDEDTIN,

19. MDA —I)VRE UIED? B
DWERITELED?

19. Did you get my e-mail? Does it make sense?

3. Chair — Closing the Teleconference

1. So, | think that’s everything...Let me summarize what we
discussed today. We have agreed on three points: first,...

second, ... and finally....

2. OK, Let’s summarize. We will give you detailed information,
and you will give us __ by Thursday the 9th. We will have

another call on Friday the 10th.

3. Okay, does anyone have anything else? No? All right, |
guess we’re done for this week. Shall we schedule our

next meeting for the same time next week? 8:@RXFE > T L

1. SBOEREFEDHFT, 32D
CEMRFDFLE, FF1DBIE
~, 2DBl3~. REIC~TTI,

2. BREFEDHFILLD, FFCH
5P 5FERERDET. ZH5N
5[d000ZEIBAREX TICHZ T

&, £2ETI0BRECEEZTL
JV=ELEY,

3. (BODISEDE, LB
B ENMINHDFIIN ?RNT
IH, TR SBIE>RROHOICLEL
&5, ROFKBEOBHLEB. BL
BSRACLEIN?

IVNHDEEIS the same time next week] TUL\WTIH. ZNAMNEE. EE. B

ZIEELFI L&D,
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