


“A meeting is an event where minutes are taken and hours wasted.”

Capt. James T. Kirk, Star Trek character

* Answer the following questions:

- “Let's begin our meeting. . . everybody talk,
Why have a meeting? sobodly lleen

Have you ever attended a meeting? What was it about?

Read the abovementioned quote. Do you agree or disagree with it?
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Read the text on page 176. Find the words
that these definitions describe.

« A formal or informal gathering of people (n.) -

« Sth. shared between two or more people (adj.) -

» People taking part in an activity (n.) (2) -

« Before sth. happens (phrase) -

* A person in charge of a meeting (n.) -

* Let sb know (v.) -

» A place where a meeting is held (n.) -

A list of the things to be discussed at a meeting (n.) -

* The last item on the list (phrase) -

* The written record of what was said at a meeting (n.) -
» The list of people present at a meeting (phrase) -

« Ageneral agreement (n.) -

« The minimal number of people who have to be present at a meeting (n.) -



Match the correct collocations:

* questions/sb’s hand

* notes
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tend. schedule, chair. conduct
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articipate in...






Listening

y of holding meetings
utu.be/bNe5Xx42meQ



https://youtu.be/bNe5Xx42meQ

Stand-up Meetings

and-up meeting?






» 1. attend;

* 2. chair;

+ 3. agenda;

* 4. circulate;
* 5. minutes;
* 6. action

Key to exercises




