Practical Expressions for Conference Calls

- BETTER ENGLISH WITH US! -
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know
Yes/No
sorry

I don't

< >
Push
< >
Yes, I will.
Open question
sorry
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us

John Scott Mark

®3)

Hi, this is Katoh from Japan. Who is on the call?
Hi, This is Katoh. Who just joined?

Hi, who just joined? OK
We're just waiting for everyone to join. We'll get

started in a few minutes.

Let me confirm who is on the line.
Let me check who is on the line. Let me confirm who is

attending. OK

We have John, Scott and Mark from the US team,
Tanaka-san and myself from Japan team.

Is anyone else on the call?
Did 1 miss anyone?

I's anyone from the France Team on this call?

Is everyone from the France Team on the line?
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10.

11. L2

12. AlX

13. 30

14. 30

15. 50

16. 50

17.

©®)

<>

10.

<>

Let's get started. / Let's start.

11. This is Katoh from the Level2 support team in Japan.
12. This is Katoh. I'm on the Al X marketing team in Japan.

<>

13.

14.

15.

16.

17.

account team

He's in another meeting. He will join us in 30 minutes.

He's on another call. He should be with us within 30
minutes.

I'm only available for 50 minutes.

I'll have to leave in about 50 minutes.

50 Five Zero
15 15 One Five

I may need to drop off in the middle of the call.
leave drop off
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18.

18. (

19.

20.

21. US

22.

23.

Us.

(7

e-mail

<>
18. Thank you for taking the time to call in.
to call in to participate in this call OK
18. We appreciate the time and effort you have put into
this.

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

20. Good evening, thank you for joining, I know it"s late in
the evening for you.

< US.
21. Could someone in the U.S. keep notes during this
meeting and email them to us afterwards?

email

22. John, would you please send out a summary of today’s
meeting after it is over?
22. John, would you please send us the minutes of today’s

meeting?
<>
23. 1 will take notes during this meeting and email them
to you.

GOOD
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24,

25.

crash

9

<>
24. Please let me clarify the objective of this meeting.

25. The purpose of this call is to discuss the crash issue,
its background and current status, and agree on the
action plans.

I called this session to address the crash

issue.
BETTER

The purpose of today's meeting is to ~ What

we'd like to get from today's meeting is ~

(10)
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10.

11.

AN

10.

11.

Could you explain it more simply?

Could you explain it in detail?

Could you please explain that again?
Please clarify

Would you summarize this problem for us?

for us GOOD
Could you speak more slowly?

more slowly slower OK
Could you speak more loudly?
more loudly louder OK
Excuse me? I couldn't catch that, would you repeat it?
Pardon? OK
I don't get what you said. Would you rephrase that?
rephrase

I don't get your point.
I don't

understand that.

Sorry to interrupt, but I'd like to confirm what you
just said.
Sorry
Let me make sure that I understand what you

said. OK

12)



12.

13.

14.

15.

16.

17.

Team

13)

12.

12.

12.

12.

13.

14

15.

16.

17.

Team

Would you hold on a second? We Japan members
would like to discuss this.

Please give us a few moments to discuss this among
ourselves.

Please give us a few minutes to talk about this as a
team.

Let us talk about it among ourselves.

Excuse us, we're going to discuss this in Japanese.

Thank you for waiting. We decided that

. We will put the phone on mute while we discuss this
among ourselves in Japanese.

Does this make sense?

Do you understand?

Do you have any questions?

Does this answer your question?

a4



18.

19.

20.

21.

22.

23.

24,

H/W

(100%

(80%

)

)
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18.

19.

19.

20.

21.

22.

23.

24,
24,
24,

What do you think about this?

Bob, what do you think

?

Would you comment on this?

Do you have any advice?
advice recommendations
comments advice

suggestions?

Do you have any comments from the hardware point

of view?

suggestions

Do you have any

We are fine with that. That seems reasonable.

That makes sense.

That doesn't make sense.

It sounds good. (80% )
80%

I see. I see.

I agree with everything you said. (100%
I totally agree with you. (100% )
I couldn't agree any more. (100% )

I can't agree any more

(16)



22.

23.

24,

25.

26.

Kent

<>
22. We were hoping for a different answer. 1 understand
that you've tried to ... BUT...
I understand that
BUT

23. That might work, but I'm afraid it's not a final
resolution.

fix 24. That is a good idea, but we need an official fix, not a
work-around.

25. Kent, this is Nakamura. I have a question.

26. That's a good question. But 1 cannot answer it right
now. Let me look into it and I'll get back to you later.
Let me look into it Let me check on it. Let me

investigate it. Let me think about it. OK

@an (18)



27.

28.

29.

30.

31

32.

33. ¢

fix

19

27.

28.

29.

30.

31

32.

33.

I think we have fully discussed this issue. Let’s move
on to the next subject, which is....

move on goon

We are stuck now. Shall we table this issue until our
next meeting and go to the next subject?
table

OK, Let's go on to the next subject since we don't
have much time left.
We don't have much time left we don't have a moment

to spare OK

I got off track.

I think we're getting a bit off-topic now.

We should get back to the subject at hand, the
target date of the fix. When can we expect to
receive it?

to the subject to the subject at hand
Let's return to the original subject.

OK

Let"s start over from the beginning.

Let's take it from the top.
OK

(20)



34.

35.

36.

37.

38.

39.

34.
34.

35.

36.

37.

38.

39

(21)

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

Okay, everyone, let's calm down...

Hang on, hang on hold on, hold on

Who just joined?

This is Suzuki. 1 just joined.
(Sorry for being late.)

I have to leave now, but my colleague(s) will stay on

the call.

. What did I miss?

(22)



40.

41.

42.

43.
44.
45.

46.

47.
48.

OK/

40.

41.

42.

43.
44.

46.

47
48

(23)

Excuse me, but there's some noise on the line. Would

you repeat that, please?
We have a bad connection. Let me call you back.
some noise

bad connection

Hello. Can you hear me?

uuh huh ( ) / yeah ( )
I see./ 1 got it.
Okay / Sure / Certainly / Exactly

Let's see... / Let me see... / Hmmm... / Well...

. OK, I will do so. /7 Sure, we will do that.

. All right, we will do as you suggest.
Yes, | would be delighted to do so.

(24)



fix

IBM

fix

(25)

fix

fix
Can this be fixed?

Can you fix it?

This should be fixed.
Can you give us an official fix for this?

The customer is demanding that 1BM fix this.
Customers expect I1BM to fix it.
Customer

demand

Can you tell us when this will be fixed?
What is your target date for this fix?
commitment date

commitment

We need a fix by March 28", Tokyo Time.

by L 1

Can you give us a fix by Thursday morning March 28",
Tokyo Time? I think that would be Wednesday
evening in America.

(26)



fix

10.

11.

12.

13.

14.

AlX

(27)

8. Are there any potential problems with this fix?
8. Have any problems been reported with this fix?

8. Are there any risks involved with installing this fix?
fix effect influence

9. Could you give us a work-around if you cannot fix it?

10. Can this be improved?

The customer requests functional enhancements so

11.
that AlX supports user names longer than 8
characters.

12. This may be working as designed, but I think 1BM

should improve the product.

Is it working as designed? Is this spec?

Yes

13. Can you tell us exactly why this cannot be fixed?

fix

14. We need to explain this to both our management and
our customer. Would you please tell us exactly what

caused this problem?

(28)



15.

16.

17.
18.

19.

20.

21.

22.

23.

PMR
* PMR

(29)

(Problem management report)

15.

16

17.
18.

19.

20.

21.

22.

23

Do you have enough information to analyze this

problem?

Do you need any more data from the system?

Yes, we need the /etc/inetd.conf

file. ( /etc/inetd.conf )

Were you able to isolate the problem?
Could you identify the cause of the problem?

Did you find anything wrong?

What caused the problem? What can be done to
prevent it from happening again?

happening again reoccurring OK

What is the most recent status?

current status ( )

Can you please update the PMR with the current
status?
The PMR has not been updated since last week.

PMR

This is an urgent matter. Would you please give us
daily status?

(30)



24,

25.

26.

27.

28.

29.

30.

31

24

23

24,

25.
25.

26.

27

28

29.

30.

3L
Kent
Kent

(1)

Our current situation is...

Here's my updated information on this problem.
I have an update on the problem today.

This is under investigation.
This is being investigated. We are investigating
this.

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

. What can we do to help?

Please send me the details within 24 hours.
1'd like you to send me the details by Friday the 23™.

this Friday, next Friday, this coming Friday

We need act quickly. We cannot wait until Kent
comes back from vacation. Who is filling in for Kent?
fill in

(32)



24

The system is going into production on June 1°* so we
have to solve the problem by then.
by then before that OK

L 1

The customer’s test system won"t be available until
next week.

L 1

The customer has been experiencing this problem for
the past six months.

This issue has been reported to our President, who is
going to make a visit to the customer next Monday.

You have determined that this is a code defect, not a
user error.

user error usage error
The problem must be fixed within 24 hours, or data

will be lost.

or/otherwise

(34)



7. Web

10.

11.

12.

(35)

10.

11.

12.

I expected that all of the data would be uploaded to
the website, but it wasn't.

expect..., but

This is a solid problem.
We can duplicate this problem without fail.

I tried to clarify this in the e-mail 1 sent Wednesday.

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

We have not reached an agreement on this yet.

We have not reached a conclusion

I spent a great deal of time on this.
a lot of time

(36)



u.sS.

APAR

SE

9
10

(37)

<>

1. 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 an APAR number by
Thursday the 9'". The customer will.... We will have
another call on Friday the 10"".

BETTER

3. Would you summarize today’s call for us?

4. Could someone in the U.S. email a summary of today’s
meeting to all attendees?
Could someone ?

Could anyone ?

<>
5. Could you send me daily status until our next call?
5. Keep me informed.
Keep me posted. Keep me updated. Keep me

up-to-date OK

6. I'm working with the 1BM staff at the customer site to
resolve the problem, and I'll keep you informed.
SE IBM staff at the customer site

(38)



10.

11.

12.

13.

10.

e-mail 11.

13.
13.

(39)

Let's wrap up this session.
Let's wrap this up. OK

Okay, does anyone have anything else? No? All right, 1
guess we're done for this week. Shall we schedule our
next meeting for the same time next week?

the same time next week

Let's have our next call at 8:00am on Thursday,
September 24", Tokyo Time. I will let you know if
there is any change.

Tokyo Time US Time

I will send you an invitation. Would you send me the
e-mail addresses of the participants?

Would you please send the agenda for our next
meeting to all of the participants in advance?
the agenda a list of topics OK

We are losing our conference room, so we have to go
now.

I will not be available for the next call.

Unfortunately, |1 won't be able to attend the next
call.

(40)



© detailed information

x-> >0 © materials
© data
x documentation
© problem documentation  docs PMR
© issue official AIX documentation man pages AIX
x trouble 5.1 Command Reference
trouble problem detailed information
BUG BETTER
problem problem ©
issue oK
Do you have enough information to analyze this problem?
For instance, log files, command output, or anything else?
© expect
x hope
expect hope © conference call
expect tele-conference
x telecon ( )
© resolve
solve © meeting
resolve solve x conference
solution resolution conference
© 9 23

We need to resolve this problem by September 23",
Tokyo Time.

(41) 42)



© test machine (Worldwide)

development system (Poughkeepsie ) © The system is going into production on May 1°".
x victim (Austin ) x cutover-date, service-in-date
test machine test bed cutover-date service-in-date
Austin victim go into production
U.S.
1BM
© IBM internal test machine (1BM ) © recreation scenario
© the customer's test machine ( ) © how to duplicate the problem
© the customer’s production machine ( © test case
)
()
© development team © circumvention ( )
© development © PTF remove
x dev team Another circumvention would be to remove the PTF and
x C/T = change team reapply it.
development © work-around ( )
C/T ©

I got a work-around from the developer.
© development team
© change team

development team change team
© interim fix
development team change team PMR x e-fix
change team e-fix interim fix IBM
"Hi, filesystem team” "Hi,
AlIX team”

(43) (44)



until

© 06 060

by
until : so far / up until now
5 : 5 days ago
. the day before yesterday
by : : as of today
9 1 fix
© Please send me a fix by September 1°". : from now on
x Please send me a fix until September 1°, . the day after tomorrow
5 23
© We can't access the customer’s system until May 23", 1 first 20 twentieth 21 twenty-first
x We can't access the customer’s system by May 23™. 30 thirtieth 31 thirty-first
Native
© discuss it
prior to v5 beforevs (v5 ) x discuss about it
at v onvs5 V5
starting with v5 (v5 )
aftervs (v5 v5 ) © repeatit
© v5 v5 X repeat it again

This problem does not happen prior to Version 5. It only

occurs at Version 5.

© on 8 out of 25 machines (25 8 )

(45) (46)



Let's emulate native speaker pronunciation.

Would you send us the MI nuteS of today's meeting?

2 nsn

system
situation
critsit

she
shall

3 ; l‘OR’!
support  x ©
report  x ©

(47)

4.
t o+
d +
5.
ing
t
6.
report
content

xre

xtent

don’t you

did you

in_ an hour
take it

what are you

/ something

I didn’t know that.

first time
pretty

without it
I gotit

©port
®con

(48)

/ letyou

/ andyou



L]

e-mail/PMR

BTW = By The Way
CEOD = Close at End Of Day
CWCA = Close With Customer Approval:
C U = Seeyou:
EOB = End Of Business day
I will do this by EOB. (by the end of my working day)

Please give me this by EOB. (by the end of your working day)

K =0K: OK

NILVM= Not In, Left Voice Mail
NILM = Not In, Left Message
NOC = No Other Concerns

NP = No Problem:

RSVP = Respondez S'il Vous Plait:
TTYL = Talk to you later:

WCB = Will Call Back

WOEM = Waiting On E-Mail e-mail
WOTC = Waiting On TestCase

(49)
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