Meetings

A: So, how do staff meetings work
in this department, then?

B: Well, we have them monthly, and
everybody is supposed to attend. If we
want to discuss something we tell the
secretary beforehand, and she puts it
on the agenda. We all receive this about
a week before the meeting, along with
the minutes of the last meeting.

We begin the meeting by signing
a list of the people present, and the
Chair reads out a list of the apologies

received from people who can’t come.
A: The Chair?

B: Yes, since our head of department

is a woman, instead of saying
“Chairman” or “Madam Chairman,”
we just say “Chair”. Some people say

“Chairperson” but “Chair” is shorter.
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The first two items are usually to
ask the meeting whether everyone
approves of the agenda, and of the
minutes of the previous meeting. If
necessary we then discuss matters
arising from the minutes.

We then go through the items on the
agenda. The last one is always A.O.B.,
or Any Other Business, so we can add
things that haven’t been included on
the agenda. For important discussions,
if we can’t reach a consensus we have a
vote. If there’s tie, if the votes are even,
the chair has a casting vote.

A: And if you can’t be there, can
you ask someone else to vote for you?

B: Oh no. We dont have proxy
votes. You have to be there. Especially
we need 50% of the staff to have a
quorum, without which nothing can
be voted on and no decision can be
taken.

A: And you have them once a
month?

B: Well, I suppose we could call
an emergency meeting if there was
something urgent to discuss, but it
hasn’t happened recently. You know,
most of us work individually, we have
our specific jobs to do, and we don't
need to discuss too many things with
the whole department, we collaborate
informally when necessary, like we're
doing now, and only have meetings to
discuss things that concern everybody.
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Otherwise, meetings are a waste of ISV Llg gl s cle b ¥ com sl
time. I still remember a line from Peter I ) S 53 y sylaW i 13l ,S5i
Drucker, the management theorist. He ) o )

once wrote, “You can either work or 0S¥y i Of Laly Jasi O Ll 8 50 il
meet. You can’t do both at the same el ety 2 Ly e S Jais ol
time”.

Definitions:

Agenda: The ofhicial list of items to be discussed at a meeting.
Minutes: a written record of what was said at a meeting.

Casting vote: a vote, usually that of a chairperson, used to decide an issue on which
voting is equally divided.

Quorum: the minimum number of people who must be present at a meeting so that
it can take official decisions.

Lesson 7: Exercises

Meetings

First Question: Fill in the spaces form the words between brackets:

1. We (begin-end-cancel) the meeting by signing a list of the people present.

2. Since our head of department is a woman, we say (Chairperson-woman-
mam).

3. The first two items are usually to ask the meeting whether everyone
(disapproves-signs-approves) of the agenda, and of the (chair-minutes-
people) of the previous meeting.

4. 'The last item on the agenda is always (C.E.O-A.O.B-M.D).
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5. If we can't reach a consensus we have a (vote-fight-chair).
6. If there’s tie, if the votes are even, the chair has a (no-casting-new) vote.

7. We could call an emergency meeting if there was something (normal-urgent-

voted) to discuss.

8. An agenda is the (official-informal-urgent) list of items to be discussed at a
meeting.

9. A written record of what was said at a meeting is called (agenda-minutes-
quorum).

10. (agenda-minutes-quorum) is defined as the minimum number of people
who must be present at a meeting so that it can take official decisions.

Second Question: Match:

1- Casting vote The official list of items to be discussed at a meeting.
A vote, usually that of a chairperson, used to decide an issue
2- Quorum . I &
on which voting is equally divided.
. The minimum number of people who must be present at a
3- Minutes . . . -
meeting so that it can take official decisions.
4- Agenda A written record of what was said at a meeting.

Third Question: Translate the following into Arabic

1. We then go through the items on the agenda. The last one is always A.O.B.,
or Any Other Business, so we can add things that haven’t been included on
the agenda. For important discussions, if we can’t reach a consensus we have a
vote. If there’s tie, if the votes are even, the chair has a casting vote.

2. We collaborate informally when necessary, like we're doing now, and only have
meetings to discuss things that concern everybody. Otherwise, meetings are
a waste of time. I still remember a line from Peter Drucker, the management
theorist. He once wrote, “You can either work or meet. You can’t do both at
the same time”.





