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Meeting vocabulary task

	Chair
	Agenda

	
	

	Minutes
	Venue

	
	

	Apologies
	


	the person who leads the meeting and makes sure  everyone has the chance to speak.

	a list of the things the meeting will be about.

	you send these if you can’t go to the meeting. 

	a short written description of what is said at a meeting.

	the place where a meeting is held.
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