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How fo lead a meeting

In this unit you
language for |
chairing a m

Starter

1 Do the guestionnai
talk through the an:

] Meetings are best held: arly
inthe moming / after lunch/
late in the afternoon. !

2 lfpeopleam geﬂing-tii_ed,ft‘s-best to: ‘
continue the meeting / take & short {
hreak / end the meeting quickly ‘

3 Confrontation should always be
avmaedatmeeungs totally agree /
Pﬂﬂr agree [ disagree

o find excuses to avoid.

s, quite often / sometimes /

never,
5 Meetings with more than ten peple

~are nwf&cﬁmtut—.ﬂly agree /| parily B

agtee / disagree: 5

Speaking

1 You are chairing a meeting where your
teacher is one of the people aftending.
What would you say if:

1 youwont fo start the meeting?

2 you do not agrea with sermething your
feacher has said?

3 your teacher begins fo speck about
something which is not on the agenda?

4 you think you have said enough about
cne particulor point?

5 you wont to and the meeting?

2 Speak with your feacher and together
try fo preduce a list of eight general
recommendations for how fo run o
meefing successfully.

business one : one

Expressions

1 Being a chairperson at a meeting means
being responsible for different roles or
functions. Match the functions (1-8) with
expressions (a=h).
1 deloying discussion of an ifem
2 irwiting confributions, involving people
3 asking someona not to speak for foo long
4  dealing with digression
§ summarizing agreement
6 getting ottention af the start
7 maoving through the agenda
8 bringing the mesting fo anend

a | think we all seem lo go along with your

poposal.

| fhink that more or less covers everything.

¢ Mow, could we move on fo the next polnt?

d | really think we should leave it thera. We
can't make o decision on it here and now

e |don'twont us o gt off the point. Can
we keep fo the agenda?

f What does everyone else fesl about this?

g Da you mind if we make o start right
awaly?

h Could | ask you to keep it short?

o

Language box

The guantifiers much and many are used
directty before countable (many) or
uncountable (much) nouns:

Many car manufacturers are developing
hybrid models.

Much watar is wosted by insficient
agrisultural methods.

They can be used with nof:
There's not much more | con say abiout It
Hew many times doyou fraved abroad a
vear? Not many.

With of;
| agree with much of what you say.

| think that many of their problems are
due o their computer sysfem,



2 Llock of the agenda of g management
meeting at Bell Tools, a manufaciuring
company in Cadiifornia. What does regrafs
mean? What does other business mean?

Attending: Paul, Enrique, Dave, Susan, Carlos
. que, 4 1l
Regrets: Peter

Agenda:

1 production schedule (Carlos)

2 report on maintenance work (Susan)
3 quarterly financial report (Dave)

4 surmmer working hours (Enrique)

5 other business

o 3 Listen and answer the questions.
1 Do they start the meeting on fime?
2 How much time does the first spaaker
have for his item?
3 Wnat point doss Dave fry fo introduce?

How does Poul say thay hove a lot of
afher things fo discuss?
5 Why cloes Dave apaleglze for bringing in
his discussion point?
How does Paul react?
What is Dove worrned about?
Wha alse is afiected by the decision?

[N -

With so or that:
| didn't expect so much inferest in our offer,
Maxico City has a population of over 20
millian. That many!

With as ... as thafl:
| didn't think the price would be as much
as that!
W hove 250 people signed up | never
thought we'd gat as many as thatl

Much and mary can also be used as the

subject of a clause;
There wer hundreds of visifors to the show.
Many were Chinese, (= of the visitors)
They prepared & lot of foed for the eception.
Unfortunatety, much was wasted, (= of the
food)

Hint

Netice the way he verb fo oppreciote is used

| would oppreciote it if you could let me knaw this ofiernoon,
(= | would be groteful ify

| appraciote that it must be very difficulf for you.

(= | urdarstand your position)

| would oppreciote your odvice on this matter.

(= please help me)

| appreciate that. (= thank you)

Writing

1 You are acknowledged as a ‘good meetings person’
in your company. Your manager has asked you to
write a short article for the company’s newsietter
entitled 'Five golden rules for meetfings'. You may like
to choose the best five from your discussion with your
teacher in Speaking. Include examples of phiases
the chairperson could use.

Look
Lok at listening script 18,1 on pages 128-129. Find more
examples of much and many.

Lesson record

3 new words 3 wseful phrases
frarn this lesson from this lesson

Things to remember

business one 2 39




