SPEAKING TASKS
· Describe the organisation you work in. Talk about its structure and the role of various units/departments.
· Describe the city/ town you live in. What facilities are available in your town?
· Describe the recent change in the examination system introduced at class X level in CBSE schools. Do you think this will benefit the students?
· Do you think the government’s policy to allow entry of private industries in the power sector is good for all?
· The theft of electricity is a menace which must be strictly dealt with. What do you think are the reasons for power theft? What can the governments and the individuals do to stop this?


Chairing a meeting
Suggest phrases which could be used by a chairperson in the following situations in a meeting.
1. To welcome the participants in a meeting.
2. To state the objectives of the meeting.
3. To introduce the agenda.
4. To introduce the first speaker.
5. To prevent an interruption.
6. To thank the speaker for his/her contribution.
7. To introduce another speaker.
8. To keep discussion to the relevant issues.
9. To summarize discussion.
10. To ask if anyone has anything to add.
11. To suggest moving to the next topic on the agenda.
12. To summarize certain actions that must be done following the meeting.
13. To close the meeting.




Chairing a Meeting

Opening the meeting
· Thank you for coming…
· Its nine o’clock. Let’s start…
· We’ve received apologies from…
· Any comments on our previous meeting?

Introducing the agenda
· You’ve all seen the agenda…
· On the agenda, you’ll see that there are three items…
· There’s one main item to discuss…


Stating Objectives
· We’re here today to hear about plans for…
· Our objective is to discuss different ideas…
· What we want to do today is to reach a decision…


Introducing Discussion
· The background to the problem is…
· This issue is about…
· The point we have to understand is…




Calling on a speaker
· I’d like to ask Rakesh to tell us about…
· Can we hear from Mr. Sharma on this?
· I know that you’ve prepared a statement on your department’s views…


Controlling the meeting
· Sorry Ritu, can we let Alka finish.
· Er, Vinod, we can’t talk about that.


Summarising	
· So, what you’re saying is…
· Can I summarise that? You mean…
· So, the main point is…


Moving the Discussion on
· Can we go on to think about…
· Let’s move on to the next point.


Closing the meeting
· I think we’ve covered everything. 
· So, we’ve decided…
· I think we can close the meeting now.
· That’s it. The next meeting will be…


Sentence Stress
Task I
Mark stress in the following sentences and then read them aloud.
1) Its time we learnt to speak carefully.
2) What are you looking at?
3) You turn to the left at the end of the street.
4) It’s not been very hot in Delhi this summer.
5) We can’t learn to speak like the English.
6) But who says you must?
7) Yes, I will.
8) No, I won’t.
9) Let’s start as early as we can.
10) Would you like to do this exercise?
11) I forgot all phonetics twenty years ago.
12) She writes a letter everyday.
13) This is the way to do it.
14) They’ve not yet spoken to her.
15) Please speak to me not to her.

Task II
Write or choose from any book, five short sentences, and mark stresses in them and then read them aloud.


Reasons for hesitation during conversation

1. Embarrassment
2. Unwillingness to be specific
3. Unwillingness to answer a question
4. Unwillingness to reveal one’s true reaction
5. Unwillingness to take up an opposite point of view in order not to offend
6. Uncertainty about a following phrase of number or measurement
7. Changing the trends of one’s ideas or their order
8. Collecting one’s thought before speaking
9. Not knowing how to express a delicate personal question
10. Not knowing how the following suggestion or statement will be received
