
 

 

 
 

During the meeting  
Fill in the gaps with the words given below. 
 

appoint     digressions      latecomers     resolved      action points       timekeeper      

on time       timetable      minute taker        minutes      disagreements 

 
 

The chairperson should be a good 1) ……………………..  . They should start the meeting on time, 

without waiting for 2) …………………….. .  

They should 3) ......................... a 4).........................  who will take the 5)................................ 

(details of the meeting), making sure that opinions and 6) ……………………..  (where participants 

agree to do something) are noted.  

They should make sure each point on the agenda is allocated the time it deserves and should 

keep to the 7) ……………………..  . When the time allocated to one point is up, the chairperson 

should make sure that discussion moves on to the next point, even if the issue has not been 

completely covered or 8) …………………….. (decided).   

The chair should make sure that each participant has the chance to make their point, and 

should deal tactfully with 9) ............................... (different opinions on the same topic), making 

sure that each side feels their point of view has been noted. They should also try to avoid 10) 

…………………….. , where people get off the point.  

Finally, they should ensure the meeting concludes 11)  …………………….., or earlier.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
KEY: 
 
1.timekeeper 2. latecomers 3. appoint 4. minute taker 5. minutes 6. action points 7. timetable 
8. resolved 9. disagreements 10. digressions 11. on time 
 


