Language in Meetings


Expressing reservations

You have a point, but....

I agree to some extent, but....

I suppose you are right, but....

Maybe that’s true, but...


Handling Questions

That is a very interesting question.

That’s a difficult question to answer.

You have raised an important point there.

I’m sure you appreciate how complicated this matter is.

I’m afraid I ‘m not in a position to comment on that just yet.

I don’t think we have enough time at our disposal to consider all the implications of this particular aspect of the problem.

It depends on what you mean by…

I’m afraid I don ‘t quite follow  

I don ‘t think it ‘s quite as simple as that.


Preventing an Interruption

If I might just finish....

Perhaps I could return to that point later on...

With respect, I should like to finish the point I was making....

If you would allow me to continue  ……

Questioning





Would you mind giving us more details about the bid?


May I ask if the unions have been consulted on this matter?


I wonder / I was wondering if you could tell me how much it will cost?


Would you mind if I asked how you in tend to reduce costs?


Could you be a little more precise?


I’m sorry, but could you explain in a little more detail?


Would you care to elaborate on that?








Interrupting





Sorry to interrupt, but ….. 


I don’t want to interrupt but....


Could I come in at this point?


Could I say something about.....?


I have a point to make here.


Excuse me, but I’d just like to point out that  


I’d like to add something here  


Before we go any further, may I point out.....











Clarifying





If I follow you correctly,  ……..


So what you’re saying is...


Does that mean.....?


Are you saying......?


I am afraid I’m not quite clear what you mean by that.


I’m sorry I didn’t quite follow what you said about...


Perhaps I haven’t made myself clear.


Basically, what 1’m trying to say is...


Let me put it another way...


Allow me to re-phrase that.


To be more specific  ……


Put simply  ……











