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3.1 Summarizing and Recapping -

Emphasizing

It's essential ....

It's essential that everyone knows his or her job responsibili-

ties.

The most important thing is ....

The most important thing is finishing the project on time.

It all comes down to ....

It all comes down to satisfying the customer.

In essence, ....

In essence, the quality of the product is what really counts.
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4 Closing the Meeting

3.2 Closing Phrases - Thanking

Thank you all for attending ....

Thank you all for attending today's meeting.

Thanks for taking the time to come.

That brings us to the end of the meeting. Thanks for taking

the time to come.

I appreciate your attention ....

I appreciate your attention during the meeting.

Thank you and goodbye.

That's all for today. Thank you and goodbye.例
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