
 

 

 
 

During the meeting – useful phrases 

 

Fill in the gaps in the sentences with the words given. 

 

1. Asking for opinions 

mind / think / opinion 

What do you ______________ , John? 

John, what’s your ________________ ? 

What did you have in ______________? 

 

2. Giving an opinion 

simply / point / matter 

As a _______________ of fact … 

To put it _________________ … 

In general … / Overall … 

The ______________ is … 

Basically … / Essentially 

 

3. Agreeing  

see/ point / consider 

I agree to a _______________ , but … 

I can ____________ what you mean, but don’t you think ….? 

It might be true but we also have to _____________ … 

I totally agree with you. / Absolutely. 

I couldn’t agree more. 

 

 

4. Disagreeing 

reservations/ question / mistaken 

I have my ______________ . 

I think you are wrong. 



 

 

 
 

I think you are _________________ . 

I’m sorry but that’s out of the ________________! 

That’s ridiculous! 

 

5. Clarifying 

 

If I understand you correctly, …  

Can I get this clear? So, you are saying that … 

Correct me if I’m wrong, but … 

What exactly do you mean by …? 

 

6. Inviting people to speak 

field / views / feel 

 

How do you ______________ about this, Kate? 

What are your _________________ on this, Kate? 

John, this is your _________________ . Can you briefly tell us what you think? 

John, can we have your views? We know you have some experience of this problem. 

 

7. Making your point 

As far as I am concerned … 

It’s clear to me that … 

The way I see it … 

 

8. Voting 

Let’s vote. 

All those in favour? All those against? 

Are you in favour of … + ing 

Are you against … + ing 

 

 



 

 

 
 

9. Next steps 

The next thing to do is … 

In my opinion the best way forward is … 

What we’ve got to do now is … 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
 

 

KEY: 

1.think / opinion / mind  

2.matter / simply / point  

3. point / see / consider 

4. reservations/ mistaken / question 

6. feel / views / field 

 

 


