I 168: Workplace Language — meetings, deadlines,
presentations

Arey wah boss! 31TeT @IE3T office wali English — aT phrases 3i¥ words St #iféaq,
deadlines, 3iX presentations # 5T FIH 31Td g | Simple Hinglish #, d1fer 3rerelr Hifdar
A 4 full confidence & STall!

(1) Workplace language &1 g7 (Meaning)
e Workplace language = 38 & STIHATS glY aTell professional English — Si&
meeting H SelelT, deadline 3 %=T, presentation 1T, follow-up ofeT|
o TEET sense: T FHI HINT — TTE, fAse, 3R e
(2) &9 31X FT use HIL?
e Meetings: agenda < F&AT, points SdTeT, agree/disagree =T, action items
GRICTGI

e Deadlines: time dJ T, status YT, extension HIITEAT, priority SATT|

e Presentations: intro, structure, data explain, Q&A handle &1T, close &IaIT|

Tip: Office English # polite 31X clear T8 — small sentences, action words, 3 fa=T&r
tone: “Could we...”, “Let’s...”, “Please share...”.

(3) 20 Example Sentences (English + Hindi)
(1) Can we start the meeting now? = &7 g 31T #l f&aT YE I Thd 87

(2) Today’s agenda has three points. = 3757 & TaIaT & dlel fag gl

(3) Let’s keep it short and focused. = 3 BIeT 3R BIHEs WA & |

(4) Could you please share the updates? = &7 39 HIAT 3793CTH TS X Tohd &7

(5) I agree with your suggestion. = & 379 LEIE q HgAd E?:I

(6) I see your point, but I have a concern. = H 39T ST FHSTAT §w, W ALY T AT gl
(7) Let’s park this topic for later. = 38 €iTdeh ol G o TIT I ¢ |

(8) What are the action items from this meeting? = & #Hf¢eT & &7 action items &?

(9) The deadline is next Friday. = 33ellSeT 37dTel SIETIN gl

(10) Can we get a deadline extension? = &I §H SSellS TG ol AT T Hehclr 82



(11) This task is high priority. = Ig T 3Ta MATASAT FI ¢ |
(12) T'll follow up by email. = # §3er & FTRT follow-up FHEIAT|

(13) Please share the deck by EOD. = aar USieelel Soh 3Tl feeT o 37 da Ha |

(14) Let me walk you through the slides. = 3 3TIeh! Te83H THST &l EWI
(15) Here is the key takeaway. = JIgr ALY 1 g gl

(16) According to the data, sales increased by 15%. = 3eT & 38R, ST 15% Tar |

(17) Any questions before we wrap up? = WcH Hel & Ugol PIg TdTol?

(18) Thanks for your time and inputs. = 39 FHAT 3R Qilﬁl'liﬁ & T g=gare |
(19) I'll send the minutes of meeting shortly. = & FIfeT ST AR STeg FHoT ?:‘;?'ITI
(20) Let’s schedule a follow-up call. = IfelT Ta follow-up &iel %13'83 del

(4) Small Vocabulary (10—15 words)
Agenda: S5eh ol HIAHH/ T

Deadline: &R & 3ifd# fafy
Extension: 5T SeTalr

Priority: GrIf@ehdr

Action items: = A9y fog
Follow-up: 33T &T 9fshar/dqe
Minutes (of meeting): FITE3T T AR
Deck (slides): Soieer Tellssd
Takeaway: H&T €@/ sy

Wrap up: HHeT hIal

Align: ThHFd/dTAH T TalTel



Blocker: STHT/3eh1dC

ETA (Estimated Time of Arrival): 3-1?3??@?[ JA AT

Bandwidth: 39eTet] HHIT/&TH

Stakeholder: fed¥IR&

(5) Quick mini-phrases (ready-to-use)
e “Could we align on the next steps?” = T §H 373Tel TheH! I gH (ol TolT Tehcd
g?

e “What’s the ETA on this task?” = 33 &hlH &l Hﬂoﬂﬁﬁ JAT FATR?

e “I don’t have the bandwidth today.” = 37TeT #X UTH THI/&H AT Ael g |

e “Let’s prioritize this for this week.” = 38 38 g%d o TolU UTATHBAT G |

e “Please loop me in on that email.” = $uaT 313? 39 SHdl H i A
(6) Funny recap (GId=T 3cToT)

e H: “Arre yaar, office English # 3T &41?”

) ﬁ “Boss, 9 diel dlel ITG @I — clear dTall, polite T@T, 3R action SAT3T| 314
‘Could you share the deck by EOD?’ +1d €1 & STeI9T: Arey wah, WY oldel!”



