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ENGLISH TRANSCRIPTION

agenda [əˈdʒendə]

attendee [əˌtenˈdiː]

chair [tʃeə]

minutes [ˈmɪnɪts]

action item [ˈækʃn ˌaɪtəm]

deadline [ˈdedlaɪn]

discussion [dɪˈskʌʃn]

update [ˈʌpdeɪt]

decision [dɪˈsɪʒn]

proposal [prəˈpəʊzl]

feedback [ˈfiːdbæk]

follow-up [ˈfɒləʊ ʌp]

priority [praɪˈɒrəti]

objective [əbˈdʒektɪv]

issue [ˈɪʃuː]

clarify [ˈklærɪfaɪ]

postpone [pəʊs(t)ˈpəʊn]

reschedule [ˌriːˈʃedjuːl]

approve [əˈpruːv]

vote [vəʊt]

summary [ˈsʌməri]

next steps [nekst steps]

join the call [dʒɔɪn ðə kɔːl]

wrap up [ræp ʌp]



ENGLISH TRANSCRIPTION

participant /pɑːˈtɪsɪpənt/

facilitator /fəˈsɪlɪteɪtər/

stakeholder /ˈsteɪkˌhəʊldə(r)/

meeting room /ˈmiːtɪŋ ruːm/

conference call /ˈkɒnfərəns kɔːl/

video call /ˈvɪdiəʊ kɔːl/

stand-up /ˈstænd ʌp/

workshop /ˈwɜːkʃɒp/

briefing /ˈbriːfɪŋ/

kickoff /ˈkɪkɒf/

roundtable /ˈraʊndˌteɪbəl/

agenda item /əˈdʒendə ˌaɪtəm/

note-taking /ˈnəʊt ˌteɪkɪŋ/

open question /ˈəʊpən ˈkwestʃən/

consensus /kənˈsensəs/

remark /rɪˈmɑːk/

comment /ˈkɒment/

intervention /ˌɪntəˈvenʃən/

recap /ˈriːkæp/

scheduling conflict /ˈskedʒuːlɪŋ ˈkɒnflɪkt/

time slot /ˈtaɪm slɒt/

screen sharing /ˈskriːn ˌʃeərɪŋ/

mute yourself /ˈmjuːt jɔːˈself/

unmute yourself /ˌʌnˈmjuːt jɔːˈself/

decision-maker /dɪˈsɪʒən ˌmeɪkə(r)/

attendance list /əˈtendəns lɪst/
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ENGLISH

Let’s get started.

Today’s agenda is the product launch and the timeline.

Here’s a quick update from my side.

Could you clarify that point?

I agree with that proposal.

We may need to reschedule the meeting.

Can we move on to the next item?

Let’s keep this as a priority.

We need a decision by Friday.

I’ll take that as an action item.

Let’s summarize the next steps.

I’ll send a follow-up after the meeting.

Can we review the action items first?

I’d like to add one more point to the agenda.

Can everyone see the screen?

Let’s come back to this question later.

We are running out of time.

Could you share your update in two minutes?

We seem to be aligned on this issue.

I’ll send the meeting notes this afternoon.
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