5.05W - Preparing for meetings

 
Objectives - to consider the ins and outs of meetings and to feel at ease participating in them.

There are mistakes in the email below.   Identify and correct the errors.
Hi Mario,

How are you? We are such busy at work at the moment.

I get your email about the meeting and just wanted to say don't worry,

You'll be fine. I've been thinking for what advice I can give you so here are a few tips!

Firstly, it's really important on the beginning of the meeting to introduce yourself.

You could say something like "Hi, I'm Mario Tena to the Madrid office".

While everyone waiting for the meeting to begin, you normally make a bit of chit-chat about the weather.

You could start of by saying "Isn't it a lovely day, today?".

If you don't understand what someone is saying you could try "Sorry, I didn't catch that, would you mind to go over that again?

If you need to interrupt, the best phrases is "Can I come in here, please?".

If you want to disagree, try "I'm afraid I don't no agree with that".

Hope this helps and have a good tripe. Let me know how it goes.

Cheers,
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