MEETINGS
An agenda is a list of items to talk about at a meeting. Before the meeting, someone sends out the agenda = sends copies to everyone attending.

If you cannot attend a meeting, you send your apologies. At the beginning of the meeting, someone reads out these messages.

The minutes of a meeting are written notes of what is said and decided in the meeting. During the meeting, someone takes the minutes, writes down what is said and decided. After the meeting, someone sends out the minutes.

At the beginning of the next meeting people agree that the minutes are correct.

arrange a meeting = organize a meeting

chair a meeting = be in charge of a meeting

attend a meeting = go to a meeting

miss a meeting = not go to a meeting

postpone a meeting = change a meeting to a later time
cancel a meeting = not have a planned meeting
Setting up a meeting

A: Hi, Helen. I’m trying to arrange a meeting for next week. Can you make    

    Tuesday or Thursday afternoon?

B: Tuesday would be fine. What time?
A: What about 3 o’clock? I don’t think we need more than two hours.
B: I agree. Is John coming, by the way?
A: I hope so – but I haven’t asked him yet.
Postponing a meeting

A: Hello again. I hope this won’t cause you any problems, but I’ve just spoken to 
    John and he can’t make Tuesday. Could we make it Thursday instead?
B: Just a moment. I’ll just check my diary. Right, I’ve got another meeting on 

    Thursday but it should be finished by 3:15. But, could we meet at 3:30 just in 
    case the meeting overruns?
A: Of course. I know John will be pleased because he didn’t want to miss the 

    meeting.

B: Fine. See you on Thursday afternoon. I’ll send you my draft proposals by 

    Monday midday.

A: Thanks Helen. Bye.
Working through an agenda

A: Has everyone got a copy of the agenda? John, could you take the minutes, 
    please? 

B: No problem.

A: Thanks. So let’s start. As we’re rather short of time today, I’d like to leave item 
     four until the next meeting. Is that OK with everyone?

B: That’s fine with me.

A: Good, so can we look at item one? That’s John’s proposal that future 

    department team meetings should be held away from the office. What are your 

    thoughts on this?

Reporting back to a meeting
A: John, could you give us your report?

B: Certainly. As you know, I was asked to find out what the people in my 
    department thought about arranging more meetings away from the office. I  
    found that most of my staff were opposed to the idea. The majority feeling was 
    that they would prefer to organise meetings in this building.
A: That’s interesting. Sandra, what did you find out?

C: Quite the opposite. In my department, of the fifty people I asked, only five did 

     not like the idea of having meetings away from the office.
Reaching an agreement
A: I think we should abandon the idea altogether. Does everyone agree?
B: Not really. I think we need to send a questionnaire to all the staff so we can 
    find out exactly what they think.

C: Is that really necessary? You’ve heard what John and Sandra have said – 
     there are so many different views. It’s not worth it.

A: I suppose you’re right. It just seemed like a good idea to me.

B: It is a good idea. Perhaps we could look at it again next year!

Making a point
A: The other point I want to make is that we need to be informed about the dates 
     of meetings well in advance. I was told about the date of this meeting very late 
     and that caused me a lot of problems. Some people were not able to come at 

     all. We really must avoid this in the future. Communication is very bad in this   

     company.

B: That’s not true. Some people simply do not read their messages. The date 
     was set three weeks ago and everyone was told then.
Exercises
I Choose the correct word to complete each sentence.
1. I decided to cancel / arrange the meeting because there was nothing to discuss.

2. We can postpone / cancel the meeting until next week if necessary.

3. I asked John to miss / arrange the meeting next week but there were no rooms available. 

4. They attended / postponed the meeting, but they didn’t hear anything interesting.

5. She arranged / missed the meeting because she was late for work.

6. I’m phoning to let / explain you know what happened.

7. Could you tell / say us when you know the answer?

8. Who is going to make / take the minutes?

9. I’d like to make / remind a point.

10. We need to take / set a date for the meeting.

11. We made / took a good case for changing the system.

12. Are you having / taking second thoughts about the proposal? 

13. All of our proposals were disagreed / rejected. 

II Complete the memo with words from the box.
          venue            minutes               items                attend                agenda

MEMO

From: Chief Executive

To: All managers

Please find enclosed the (1) ………………… for next week’s meeting. 

Please make a note of the (2) …………………: we are meeting in room 7. 

Let me know if you are unable to (3) ………………….
Please bring with you a copy of the (4) ………………… of the last meeting.

If you want me to add other (5) ………………… to the agenda, please let me know.

III Complete the sentence with a preposition.
1. The meeting should be finished _____ 3 p.m.

2. I booked the room _____ 1 p.m.

3. I’ll see you _____ Friday at 11 o’clock.

4. I’d like to hear everyone’s thoughts _____ the proposal.

5. _____ the ten people I asked, only one was against the idea.

6. It seems like a good idea _____ me.

7. Can we move _____ to the next item _____ the agenda?

8. Most of the participants were _____ favour of the suggestion.

9. One _____ twenty of the staff are unhappy with working conditions.
10. Could you look _____ the minutes and let me know if I’ve forgotten anything.
IV Complete the sentences with the correct form of the verb in brackets.
1. Hi, Sandra. I __________ (try) to arrange a meeting for next week.

2. I hope it __________ (not cause) you any problems if we postpone the meeting.

3. I’m sorry I __________ (miss) the last meeting.

4. I __________ (see) you in the conference room at 4 p.m.

5. ____________________ (everyone / agree) with the proposals? Good, then let’s move on.

6. Hello, Ann. I __________ (call) to let you know what happened in the meeting.

7. I don’t think that John __________ (read) the report.
8. Memo: Jane __________ (find out) about tree planting costs.

9. I __________ (attach) the minutes from the last meeting.

10. I __________ (have) second thoughts about your proposals.

