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SPEAKING IN BUSINESS ENGLISH – 
Meetings- General Statements (Toplantı – Genel Cumleler)
"I have to go. I have a meeting I’m late for." (GITMEK ZORUNDAYIM. BIR TOPLANTIM VAR, GECIKIYORUM) 
"I have to go to a meeting now. I’ll talk to you later." (SIMDI BIR TOPLANTIM VAR. SENINLE DAHA SONRA KONUSACAGIM)
"I forgot about my 1:00 meeting. I don’t have much time for lunch." (SAAT 1 DEKI TOPLANTIMI UNUTTUM. OGLE YEMEGI ICIN COK VAKTIM YOK)

"I’ll finish the feedback form after my meeting." (TOPLANTIDAN SONRA FEEDBACKI BITIRECEGIM) 
"I’ll be in meetings all day today." (BUGUN BUTUN GUN TOPLANTIDA OLACAGIM)

"I have five meetings today, so I won’t have time to help you with this now. Let’s set up a time for tomorrow." (BUGUN 5 TOPLANTIM VAR, BU YUZDEN BU KONUDA SANA YARDIM EDECEK VAKTIM OLMAYACAK. YARIN BIR VAKIT AYARLAYALIM LI?) 

"The meeting went an hour over." (TOPLANTI 1 SAAT SURDU)
"The meeting was canceled." (TOPLANTI IPTAL EDILDI)
"The meeting started 15 minutes late." (TOPLANTI 15 DAKIKA GEC BASLADI)
"George didn’t arrive to the meeting on time." (GEORGE TOPLANTIYA ZAMANINDA GELMEDI)

"We finished late because John had problems with his computer during the presentation portion of the meeting." (BUGUN TOPLANTIYI GEC BIITIRDIK CUNKU TOPLANTININ SUNUM BOLUMUNDE JOHNUN BILGISAYARINDA PROBLEM OLDU)

"Are you going to the company meeting next week?" (GELECEK HAFTA SIRKET TOPLANTISINA GIDECEKMISIN?)

"Can you set up a meeting for our brainstorm session?" ( BEYIN FIRTINASI ICIN BIR TOPLANTI DUZENLEYEBILIRMISIN?)
"My calendar looks pretty clear on Thursday. Set up a meeting for that day." (TAKVIMIM PERSEMBE GUNU ICIN UYGUN GORUNUYOR. O GUN ICIN BIR TOPLANTI AYARLAYIN)

If you have a close friend in the office, then you can speak more candidly. Here are some general statements you can make about meetings. But be careful who you say them to.

"I hate meetings. (TOPLANTILARDAN NEFRET EDERIM) I think they are a waste of time. (BENCE TOPLANTILAR ZAMAN KAYBI) I’m an engineer, not a planner.(BEN BIR MUHENDISIN, BIR PLANLAMACI DEGIL)"
"I don’t know why I have to go to those meetings. I never learn anything from them and I never say a thing." (NEDEN BU TOPLANTILARA KATILMAK ZORUNDAYIM BILMIYORUM. ASLA TOPLANTIILARDAN BIRSEY OGRENMEM VE ASLA AGZIMI ACMAM)

"I can’t believe our weekly meeting is at six o’clock in the morning. I hate waking up that early." (HAFTALIK TOPLANTIMIZIN SAAT SABAH 6 DA OLDUGUNA INANMIYORUM. BU KADAR ERKEN KALKMAKTAN NEFRET EDERIM) 

"If I skip that meeting, I wonder if anyone will notice." (EGER TOPLANTIDN KAYTARIRSAM, YOKLUGUMU FARKEDEN BIRI OLACK MI MERAK EDIYORUM) 

"That meeting was hilarious. I can’t believe the manager forgot John’s name." (TOPLANTI EGLENCELIYDI. MUDURUN JONH’UN ADINI UNUTTUGUNA INANAMIYORUM) 

"I get so sleepy at meetings." (TOPLANTILARDA COK UYKUM GELIR) 
"I almost fell asleep during that meeting." (O TPOLANTIDA NEREDEYSE UYUYORDUM)

"I had a hard time keeping myself from laughing. I saw you falling asleep during the meeting." ( GULMEMEK ICIN KENDIMI ZOR TUTTUN. SENIN TOPLANTIDA UYUKLADIGINI GORDUM) 
Meetings-Before Meetings (Toplantı – Toplantidan Once)

There are many questions to ask before a meeting. If you are curious about what the meeting will cover, you will need to ask the organizer of the meeting. You can also ask things like how long the meeting will take, and who is coming to the meeting. Let’s try a couple of these sentences.

"Hi Jack. Do you know who is coming to your meeting at 2:00?" = MERHABA JACK. SAAT 2 DE TOPLANTINIZA KIM GELIYOR BILIYOR MUSUNUZ?
"Who all did you invite to the triage meeting?" = TRIYAJ TOPLANTISINA KIMLERI DAVET ETTINIZ? 

"Hi Jack. How long do you think the meeting will be?" = MERHABA JACK. SIZCE TOPLANTI NE KADAR SURECEK?
"I have to schedule another appointment at 4:00 but I don’t want it to overlap with yours. How long is the meeting going to be?" = SAAT 4 TE BASKA BIR RANDEVUMU PLANLAMAM GEREKIYOR FAKAT SIZINKIYLE CAKISMASINI ISTEMIYORUM. TOPLANTI NE KADAR SURECEK?
"Is the meeting going to be more than an hour?" = TOPLANTI BIR SAATTEN UZUN SURER MI?

"What time was the meeting again?" = TOPLANTI KACTAYDI?
"When are you going to make that presentation? I thought it was today?" = O SUNUMU NE ZAMAN YAPACAKSINIZ? BEN BUGUN DIYE DUSUNMUSTUM? 

Here are common statements people use when they can’t attend a meeting.

"I have another appointment that conflicts with your meeting. I will not be able to make it." = SIZIN TOPLANTINIZLA CAKISAN BASKA BIR RANDEVUM VAR. SIZINKINE KATILAMAYACAGIM. 
"I have another meeting that I cannot miss. I won’t be able to make yours." = KACIRMAMAM GEREKEN BASKA BIR TOPLANTIM VAR. SIZINKINE KATILAMAYACAGIM. 
"I won’t be able to go to the 3:00 meeting. I have another appointment at the same time." = SAAT 3 TEKI TOPLANTIYA GIDEMEYECEGIM. AYNI ANDA BASKA BIR TOPLANTIM VAR. 
"I can’t go to the meeting at 4:00. I have a doctor’s appointment. Can you take notes for me?" =  SAAT 4 TEKI TOPLANTIYA GIDEMEM. DOKTORLA BIR RANDEVUM VAR. BENIM ICIN TOPLANTIDA NOT ALIR MISIN?
"I’m going to be out of town tomorrow, so I won’t be able to attend the quarterly meeting. Can you send me a mail on the topics that were discussed?" = YARIN SEHIR DISINDA OLACAGIM, BU YUZDEN UC AYLIK TOPLANTIYA KATILAMAYACAGIM. TOPLANTIDA TARTISILAN KONULARI BASLIK OLARAK BANA MAIL ATABILIRMISIN?  
Meetings- During the Meeting (Toplantı – Toplanti Boyunca)

If you have to talk in a meeting, there are three general reasons. You might have to ask a question, state your opinion, or you will have to ask for clarity on something you didn’t understand. Let’s see some of these sentences.

Raising a Question = SORU SORMAK

Depending on the type of meeting, you might have to wait for the meeting to end before asking a question, you might have to raise your hand to ask a question, or you can simply ask a question any time. I’ll give an example on each of these.

If you are in a type of meeting where you can ask a question at any time, then you can say this.

"I have a question. Why is marketing not handling the portion on end user analysis? They usually did this work in the past." = BIR SORUM VAR. NEDEN PAZARLAMA SON KULLANICI ANALIZINDE MIKTARLARI KULLANMIYOR? GECMISTE GENELDE BU ISI YAPARLARDI. 
"How will the new addition to our project affect the deadline that we have?" = PROJEMIZDE YAPILACAK YENI ILAVE SON TESLIM TARIHIMIZI NASIL ETKILEYECEK? 
"Are we making sure to incorporate user feedback on the changes we are making?" = YAPIYOR OLDUGUMUZ DEGISIKLIKLERDE KULLANICI GERI DONUSUMUNU TOPLAMAK ICIN EMINMIYIZ? 

Stating your Opinion = FIKRINIZI ACIKLAMAK 

Basically, you can ask any questions, there is no specific way to do it. This is the same when you are talking about your opinion. Someone might ask what you think about the idea or situation. You will simply speak your answer.

"I agree with Mark. The correct approach is to send out the tools to our partners before making it public to everyone." = MARK’A KATILIYORUM. DOGRU YAKLASIM HERKESE DUYURMADAN ONCE ARCLARI ORTAGIMIZA GONDERMEK OLACAK. 

"In my opinion, I think we should introduce our new line of printers in August. Many companies get more funding at this time, and students are school shopping. Our target market will be more responsive to our ads during this time period." = BENIM FIKRIME GORE, YENI PRINTER URUN SERIMIZI AGUSTOSTA TANITMALIYIZ. BU ZAMANDA COGU SIRKET DAHA COK FINANSMAN ELDE EDER, VE OGRENCILER OKUL ALISVERINDE OLURLAR. BIZIM HEDEF PAZARIMIZ BU SURE BOYUNCA BIZIM ILANLARIMIZ KARSISINDA DAHA HEVESLI OLACAKTIR. 

"I think we can go either way. I believe both solutions will take care of it." = BENCE IKI YOLDAN BIRINI SECEBILIRIZ. HER IKI SONUCUN DA ISIMIZIN YARARINA OLACAGINA INANIYORUM. 

Asking for clarity = NETLESTIRMEK ICIN SORU SORMAK

Asking for clarity is similar to asking a question. The only difference is that they already answered it and you don’t understand. So you should state exactly what you don’t know, or ask for clarity on a specific part of the question.

"I didn’t understand why we are going to be late. I thought we had everything planned out early. What were the reasons again?" = NEDEN GEC KALACAGIMIZI ANLAMADIM. BEN HERSEYI ONECEDEN PLANLADIGIMIZI DUSUNMUSTUM. SEBEPLERI TEKRAR OGRENEBILIRMIYIM? 

"Can you elaborate on how this process can help the sales department?" = BU SURECIN SATIS DEPARTMANINA NASIL FAYDA SAGLAYACAGINI AYRINTILI OLARAK BILDIREBILIRMISINIZ? 

"Can you clarify the second step in your solution proposal? I don’t understand why it is necessary."  = COZUM TEKLIFINIZIN IKINCI ADIMINI NETLESTIREBILIRMISINIZ? NEDEN GEREKLI OLDUGUNU ANLAMIYORUM 

Meetings- After the Meeting (Toplantı – Toplanti Sonrasinda)
It is common to talk about meetings afterwards. Sometimes it is to say how useless it was, or that you were bored, but there are times when someone might ask you for feedback. Other times, you might want feedback if you were the person holding the meeting. Let’s cover these here.

Asking for Feedback = GERI BILDIRIM ISTEMEK

"What did you think about my presentation?" = SUNUMUMU NASIL BULDUNUZ? 
"Did you think the meeting went ok?" = SIZCE TOPLANTI IYIMIYDI? 
"Can you provide feedback on the meeting we just had?" = SIMDI YAPTIGIMIZ TOPLANTI HAKKINDA GERI BILDIRIM VEREBILIRMISINIZ? 
"Did you find the meeting useful?" TOPLANTIYI YARARLI BULDUNUZ MU? 
"Did the meeting help to clarify the current situation?" =TOPLANTI SU ANKI DURUMUN AYDINLANMASINA FAYDA SAGLADI MI? 
"Is there any part of our discussion during the meeting that you are still unsure about?" = TOPLANTIDAKI TARTISMAMAMIZ HAKKINDA HALA EMIN OLMADIGIN BIR SEY VAR MI? 

Providing Feedback = GERI BILDIRIM VERMEK 

Even if you think the meeting was boring and useless, you can’t say that unless you are talking to a close friend. Many times in the office, you have to give a professional answer.

"I thought the presentation went well. You provided great information and I think everyone was impressed." = BENCE SUNUM IYI GITTI. HARIKA BILGILER VERDIN VE BENCE HERKES ETKILENDI. 
"The meeting went well. We covered a lot of information and made some important decisions." = TOPLANTI IYI GITTI. BIRCIK BILGININ USTUNDEN GECTIK VE BAZI ONEMLI KARARLAR ALDIK. 
"The whole presentation went pretty well, but next time I would recommend that you talk a little slower.  = SUNUMUN TAMAMI OLDUKCA IYIYDI FAKAT BIRSONRAKI SEFERE SIZE BIRAZ DAHA YAVAS KONUSMANIZI TAVSIYE EDECEGIM. When we were running out of time, you started speaking too fast and it was hard to keep up. = ZAMANIMIZ KALMADIGI ZAMAN, COK HIZLI KONUSMAYA BASLADIN VE DEDIKLERINI ANLAMAK GUCTU" 

"Most of the time, our weekly meeting is pretty dull, but today was quite useful." = COGU ZAMAN, BIZIM HAFTALIK TOPLANTIMIZ OLDIKCA CANSIZ, FAKAT BUGUNKU OLDUKCA FAYDALIYDI. 

"I understand what is happening to our project now, but I’m still unclear about exactly who is affected by this change." = PROJEMIZDE NE OLUYOR SIMDI ANLADIM, FAKAT BU DEGISIKLIKTEN KIM TAM OLARAK ETKILENECEK HALA ANLAMIYORUM. 

Meetings- Canceling the Meeting (Toplantı – Toplantiyi Iptal Etme)

If you are the meeting organizer, then there are times when you have to cancel a meeting. Here are some sentences you can use for this situation.

"There are four people who will not be able to attend the meeting tomorrow. I am going to reschedule the meeting to a more convenient time." =YARINKI TOPLANTIYA KATILAMAYACAK DORT KISI VAR. TOPLANTIYI DAHA UYGUN BIR ZAMANDA PLANLAYACAGIM. 
"The director asked that we postpone the finance meeting until the quarterly report comes out. So I’ll send an update with the new date and time later this week." = DIREKTORUMUZ FINANS TOPLANTISINI UC AYLIK RAPOR GELINCEYE KADAR ERTELEMEMIZI ISTEDI. BU YUZDEN BU HAFTADAN SONRA GUNCELLENMIS YENI TARIH VE SAATI GONDERECEGIM. 

Some meetings are weekly meetings that occur at the same time. It is common that these meetings are canceled when there is nothing to talk about.

"There is nothing new to discuss this week, so we are going to cancel this week’s agenda meeting." = BU HAFTA TARTISILACAK YENI BIR SEY YOK,  BU YUZDEN BU HAFTANIN GUNDEM TOPLANTISINI IPTAL EDECEGIZ. 

"I am running late this morning. Let’s postpone the meeting until the afternoon." = BU SABAH GECIKECEGIM. OGLEDEN SONRAYA KADAR TOPLANTIYI ERTELEYECEGIZ. 
"I can’t make it in tomorrow, so let’s cancel this week’s meeting. I’ll email everyone if something new comes up." = BUNU YARIN YAPAMAM BU YUZDEN BU HAFTANIN TOPLANTISINI IPTAL EDELIM. YENISI YETISIRSE HERKESE MAIL ATACAGIM. 
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