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Quick Communication Check
1 Meetings vocabulary
Look at the word square below. Find seven words which match the given definitions.
1 A written report of what was said in a meeting.
2 People who attend a meeting.
3 The purpose or intention of the meeting.
4 List of items to discuss in a meeting.
5 Person who controls a meeting.
6 Change the date of a meeting to a later date.
7 To have a break in a meeting.

2 Chairing a meeting
A Complete the following sentences with words from the box.

1 to the meeting.
2 We have three on the
3 The main of the meeting is to reach a decision on the 

Abacus Project.
4 I’d like to hear John’s and then we can have a .
5 I hope we can by 4 o’clock.
6 John, can you your main points?
7 Does anyone have any ?
8 Let’s to the next point.
9 There is not enough time to discuss this. Can we this discussion 

to another meeting?
10 I think we should the meeting now, as it’s after 4 o’clock.

B Choose the right ending to make the chair’s remarks below.
1 I’d like to welcome a) who is going to present a short report.
2 There are three things b) comments on Marie’s report?
3 Can I introduce Marie Fischer, c) all the items on the agenda.
4 Does anyone have any d) a date for our next meeting?
5 Let’s move e) for coming.
6 So, that’s completed f) to the next point.
7 Can we fix g) all for today.
8 I think that’s h) on the agenda.
9 Thanks i) everyone to the meeting.

Key
1

report
finish
agenda
purpose
move on
items
close
summarise
questions
postpone
discussion
welcome

P A R T I C I P A N T S

F G I O I H P H O V N O

A E M J C A Y S B D N M

N N O A Z I B E J E O I

D D C N P R A S E D N M

E A K C O B J E C H I N

K A B M S O P C T Y X Q

D A B C T H H O I L T U

R D B N P L K P V O O I

I A D J O U R N E D J S

G D M I N U T E S Z M T

T U N B E A R T S A P P

PARTICIPANTS

FGIOIHPHOVNO

AEMJCAYSBDNM

NNOAZIBEJEOI

DDCNPRASEDNM

EAKCOBJECHIN

KABMSOPCTYXQ

DABCTHHOILTU

RDBNPLKPVOOI

IADJOURNEDJS

GDMINUTESZMT

TUNBEARTSAPP

2
A
1 Welcome,2 items,agenda,3 purpose,
4 report,discussion,5 finish,6 summarise,
7 questions,8 move on,9 postpone,10 close 
B
1 i),2 h),3 a),4 b),5 f),6 c),7 d),8 g),9 e)
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1 The structure of decision-making

Sorry to interrupt, but …11
� The structure of decision-making
� Stating and asking for opinion
� Interrupting and handling  interruptions

A I M S

1 Read the following extract and answer these questions.
a) What kind of meetings is the text about?
b) What structure does the text describe?
c) What key point is made about communication?

2 Read the text again. Do you agree with:
a) the first sentence? Give reasons for your answer.
b) Haynes’s suggestions for the steps involved in decision-making?
c) the view that communication must be a two-way process?
d) what the writer says about consensus in the final paragraph?
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