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A teleconference11
Starting point

1 Do you use teleconference or videoconference technology for meetings? What is the 
main advantage of this kind of meeting? What are some of the disadvantages? 

Video comprehension

2 ViDeO   Here are some tips for effective teleconferences. Watch the video and tick (ü) 
the tips the participants follow. Who doesn’t follow some of the tips? 

1 Send an agenda and any other important information before the teleconference.
2 Introduce everyone at the beginning. 
3 Only one person speaks at a time. 
4 Use people’s names a lot so it’s clear who is speaking.
5 Because it isn’t a face-to-face meeting, don’t use the opportunity to do anything else (e.g. 

answer other emails etc). Concentrate on the meeting only.
6 One person must control the meeting and summarize what has been decided. 

3 ViDeO   Watch the video again and answer the questions.

1 Where are Sabine and Sanjit? What is the time difference in their locations?
2 Who has some technical difficulties at the beginning? 
3 What are the two main points of the agenda?
4 How does Matt deal with Sabine and Sanjit talking at once? 
5  Why is there a delay for the Intranet to ‘go live’? What new date do they agree on?
6 What is the first thing David wants to discuss about the website?
7 What does Sabine still want to discuss at the end? 
8 What does Matt suggest to Sanjit at the end?

» For more exercises on this video, go to the DVD-ROM.

Speaking

4 Work in groups of three or four. You are all colleagues at the same company but you 
are in different locations today. You are going to have a short teleconference. Before 
it begins, read the items on the agenda and 
plan what you are going to say. 

5 When you are ready, begin the 
teleconference. Either use teleconferencing 
equipment or sit in a circle with your backs 
to each other. Choose one person to lead 
the teleconference. Afterwards, discuss 
how well your teleconference followed the 
list of tips in exercise 2. 

AGENDA

•  requirements for a new company website 

(what features should it have?)

•  training requirements for your staff this year 

(what kind of training do they need?)

•  a suitable time and date for you all to have 

a follow-up face-to-face meeting next week
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Video script

Sabine Kolbeck’s company, SaveIT, is developing 
a new website and Intranet system for QPG. This 
is being overseen by her Assistant, Sanjit. Matt, 
head of IT at QPG, is chairing for a conference call 
to discuss the progress of the project. David, Head 
of Marketing, has joined Matt to talk about the 
company website. 

Matt: Hello? It doesn’t sound like they’re there yet.
David: What time is it with them?
Matt: Sabine is in Germany so they’re an hour 

ahead and I think she said her project manager’s 
in Hong Kong.

David: Hong Kong? It must be the middle of the 
night there.

Sabine: Hello, hello? Anybody there? It’s 
Sabine here.

Matt: Hello Sabine. This is Matt.
Sabine: Oh hello Matt. 
Matt/Sabine: How are you?
Matt: I’m fine thanks. 
Sabine: Great.
Matt: Sabine, we’re waiting for Sanjit.
Sabine: Yes, he’s calling from Hong Kong. I believe 

it’s about midnight there.
Matt: OK. David is here with me as well. Remember 

you met him over here last time.
Sabine: Of course. Hi David.
David: Hello Sabine.
Sanjit: Hello?
Matt: Hello? Sanjit?
Sanjit: Hello?
Matt: Hello Sanjit. This is Matt. Can you hear me? 

Sanjit? Oh! He’s gone.
David: He must be having problems with the line.
Sabine: Hi Matt?
Matt: Sabine. We’ve lost Sanjit.
Sabine: OK. Well let’s start and hope he …
Sanjit: Hello? 
Matt: Sanjit?
Sanjit: Yes? Hello? Is that Matt?
Matt: Yes. Hi. We lost you.
Sanjit: Yes. I don’t know what happened the first time. 

I was cut off or something. And the line was bad.
Matt: Well, it sounds OK now. So Sanjit, Sabine is 

on the line already.
Sanjit: Hi Sabine.
Sabine: Hi Sanjit. How’s Hong Kong?
Sanjit: Well so far I’ve only seen the airport and the 

hotel but it’s fine.
Matt: And Sanjit, I’m sitting here with David our 

Marketing Manager. I’ve invited him here so you 
can talk directly with him about the website pages.

David: Hello Sanjit.

Sanjit: Hi David.
Matt: And that’s everyone. OK. So let’s begin. Can I 

check if you both got the agenda I emailed? Sabine?
Sabine: Yes I have it here.
Matt: Good. Sanjit?
Sanjit: Yes I have it too.
Matt: Great. So I wanted us to talk today because 

as you know the Intranet is supposed to go live 
in two weeks, so we need to have an update on 
progress – that’s the first item on the agenda. 
And then we can talk about the website and in 
particular the customer contact issues. So point 
1 – the Intranet. I believe there’s been a few 
technical hitches. Am I right in saying that it 
won’t be ready on schedule now? 

Sabine: Well we might be able to put part of it …
Sanjit: Right. The problem is that there are still … 
Matt: Sorry, you’re both talking at once. Sabine, can 

you speak first and then Sanjit. Sabine go ahead.
Sabine: OK, so most of it is ready to go live. Our 

testers have found a slight problem with the 
discussion board.

Matt: What sort of problem?
Sabine: Well I think Sanjit can explain better …
Sanjit: Yes, the problem is that …
…
Matt: Right. So if you need two weeks to fix that, 

where does that leave our go-live date?
Sabine: Matt, can I just say something for a 

second? I think Sanjit will need another week or 
so to check it all when he gets back.

Matt: Sanjit?
Sanjit: Yes?
Matt: Sorry, I thought you were going to respond 

to that. 
Sanjit: Sorry, what was that?
Matt: Will you need another week for the checks?
Sanjit: I think that is realistic. I’d say the Intranet 

will be ready for the 30th. 
Matt: OK, fine. Shall we move on to the company’s 

website? I think David wanted to say some 
things. David, would you like to …

Sabine: Matt just one more thing before we move on.
Matt: Sorry, Sabine. What is it?
Sabine: I think it is important that your testers also 

check it again once the faults are fixed.
Matt: Yes, of course, Sabine – we can do that at the 

same time as Sanjit does his testing. Anything else 
on the Intranet? No? OK. So, David, over to you.

David: Thanks, Matt. OK guys, there are basically 
three issues I’d like to discuss with you: one, the 
customer contact page, two, the placement of the 
logo, and three, the news panel at the top. OK?

Sanjit: Yes.
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Sabine: Fine.
David: Firstly, the customer contact page. I think 

there are a couple of technical issues here …
…
Matt: Right. Well. I think that’s everything. Thank 

you everyone …
Sabine: Matt? Before you go. I think we still need a 

separate conversation about the other issue.
Matt: Other issue?
Sabine: The contract.
Matt: Oh, that issue. Yes, I need you to speak to 

our Finance Director about that. I’ll email her 
and cc you in. 

Sabine: OK. But can we sort it out before the end of 
the month, please?

Matt: Sure. Thanks Sanjit. We’ll let you go to bed 
now.

Sanjit: Thanks. Bye Matt. Bye David. 
David: Good night.
Sabine: Bye Sanjit. Call me … He’s gone. OK. Well, 

thanks Matt. Bye David.
Matt/David: Bye.

Worksheet answer key

1 Answers will vary but possible answers  
might include:

	 •	 The main advantage is that people can be in 
different locations but they don’t need to travel.

	 •	 The main disadvantage is that you cannot see 
people so the meeting is often slower and can 
be confused if the chairperson doesn’t control it 
carefully.

2 They follow 1, 2 and 6.

 They don’t always follow tips 2, 3 and 5. Sabine 
and Sanjit speak at the same time at one point in 
the meeting and Sanjit appears to be using the 
Internet on his laptop so he stops concentrating on 
the discussion at one point. 

3 1  Sabine is one hour ahead in Germany. Sanjit is 
in Hong Kong where it’s midnight.

2 Sanjit.
3 Progress update on the Intranet and to discuss 

the website.
4 He stops them talking and asks Sabine to 

speak first and then Sanjit. 
5 Because of problems with the discussion 

board. The new date is the 30th.
6 The customer contact page.
7 The contract.
8 He should go to bed.


