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Meeting Management  

     ة   ج   ع

Module One: Review Questions 

 

 مراجعة الوحدة الأولى: 

 

1) Who should you invite to meetings? 

a) High-ranking managers 

b) All the interested employees 

c) People compatible with the meeting’s 

purpose 

d) Everybody, in order to explore all the 

options 

     جب      ع   إ ى   ج   ع  ؟1) 

     ء  ف ع        ى ( 
  ل             ه     (ب
   ن س     ف        غ ض      ج   ع (ج
   ج    ،     جل       ف ج             ( 

  

2) Which of the following is an occasion for a 

meeting? 

a) Brainstorming 

b) Project initiation 

c) Planning 

d) All of the above are occasions for a 

meeting 

  ي       ي    ع     ن      لاج   ع؟2) 

   عصف     ني ( 
   ء       ع (ب
       (ج
  ل      ق  ن       لاج   ع ( 

  

3) Meetings that require energy and a high 

level of participation are best scheduled: 

a) Between 8 and 9 am 

b) Between 10 – 12 pm 

c) Between noon and 2 pm 

d) After lunch 

      فضل ج       ج   ع      ي     ب   ق       ى ع ل  3) 

           : 

 ص     9   8     ( 
 ص  ً   12 - 10        ع   (ب
  ه   2       ه       ع   (ج
  ع    غ  ء ( 

  

4) Which of the following is an important 

factor when it comes to the place of the 

meeting? 

a) Light 

b) Size 

c) Windows 

d) All of the above are important factors 

 ع؟ج    ي       ي   س ع  لاً  هً   عن      ع ق              4) 

 ض ء ( 
    س (ب
        (ج
  ل         علا  ع   ل  ه   ( 
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5) What’s the best way to organize topics? 

a) Simple list 

b) Chart 

c) Multimedia presentation 

d) Mind map 

     ي  فضل         ن  م      ض  ؟5) 

 ق ئ         ( 
 ج  ل (ب
 ع ض      ئ      ع  ة (ج
         ن   ( 

  

6) What is the name of the technique used for 

organizing the topics? 

a) SPONGE 

b) SOAP 

c) BRUSH 

d) FOAM 

      م     ن             في  ن  م      ض  ؟6) 

  لإ  نج ( 
 ص     (ب
 ف   ة (ج
  غ ة ( 

  

7) What’s the most secure way to make sure 

you won’t run over the time of the 

meeting? 

a) Giving up a topic or two if you realize 

you will overrun the time 

b) Choosing topics that will fill the time of 

the meeting and adding extra 10 

minutes 

c) ‘Compressing’ the topics 

d) Talking fast 

     ي                  نً     أ      ع م  ج  ز  ق    ج   ع؟7) 

     ي ع    ض ع      ض ع   إ          ن     ج  ز  ( 
    ق 

 10  ج   ع  إض ف             ض ع      ي   لأ  ق   (ب
  ق ئق إض ف  

 ضغ "      ض  " (ج
     ث    ع  ( 

  

8) What’s the most important factor when 

you need to pick the topics? 

a) Their complexity 

b) Their compatibility with participants 

 عن        ج إ ى             ض  ؟        ع  ل             8) 

  ع      ( 
    ف ه               (ب
 ص  ه  (ج
 ن  ئجهم      قع  ( 
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c) Their relevancy 

d) Their expected results 

  

9) What do you do with the topics that will 

not be discussed during the meeting? 

a) Throw them away 

b) Explain that they won’t be submitted 

this time, but will be filed for future 

meetings 

c) Ignore them 

d) Offer them to someone else 

 

 

        عل       ض      ي     ن قش  لال   ج   ع؟9) 

 رميهم بعيداً (أ

وضح أنه لن يتم تقديمها هذه المرة ، ولكن سيتم تقديمها  (ب

 للاجتماعات المستقبلية

 تجاهلهم (ج

 اعرضها على شخص آخر (د

  

10) What are the 3 Ps of the planning session? 

a) Paper, prosper, patience 

b) People, place, purpose 

c) Present, place, purpose 

d) Purpose, people, patience 

     ي   عن ص     لا    ج           ؟10) 

 ورقة ، تزدهر ، صبر (أ

 الناس والمكان والغرض (ب

 الحاضر والمكان والغرض (ج

 الغرض والناس والصبر (د
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Module Two: Review Questions 

 

 مراجعة الوحدة الثانية: 

 

1) What does the W in SHOWS technique 

stand for? 

a) Writing technique 

b) Writing tools 

c) Writing programs 

d) Writing invitations 

 ؟W in SHOWS       ي    ز إ  ه   ن  1) 

   ن           ( 
               (ب
     ج         (ج
  ع            ( 

  

2) What does the S in SHOWS technique 

stand for? 

a) Stationary 

b) Sticky notes 

c) Security papers 

d) Sketch papers 

 ؟S in SHOWS       ي    ز إ  ه   ن  2) 

 )      
      لا     (ب
         ن   (ج
 )             

  

3) Which of the following is not a part of the 

‘three P’ approach? 

a) Place 

b) Purpose 

c) Participants 

d) Pact 

 ؟"P  ي       ي   س جزءً     نهج "   لا  3) 

 )      
 غ ض (ب
         (ج
   ف ( 

  

4) In an invitation, the subject line has to be: 

a) Attractive 

b) Declamatory 

c) Specific 

d) High-flown 

 

 :في    ع ة ،  جب                 ض ع4) 

       لان     ( 
  ن ع  ي (ب
      (ج
 ع             ( 
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5) What is TBD message? 

a) To-be-determined 

b) To-be-dedicated 

c) To-be-done 

d) To-be-debated 

 ؟TBD     ي      5) 

   م         ( 
               (ب
      م (ج
      م  ن ق  ه  ( 

  

6) Which of the following is not something 

you have to think about when it comes to 

physical space of the meeting? 

a) Reservations 

b) Moving furniture 

c) Is it on-site or off-site 

d) Plants and decorations 

 ي       ي   س   ئً   جب ع            ف ه عن      ع ق      6) 

                   لاج   ع؟

 )          
 ن ل    ث (ب
  ل    في     ق   م    جه (ج
 ن       ز ن  ( 

  

7) Which of the following will you need to 

consider before the meeting? 

a) Food 

b) Signage 

c) Audio and visual 

d) All of the above are important 

 ي       ي    ع  ن عً                 ج        ي     ج إ ى 7) 

         ف ه  ق ل   ج   ع؟

  ع م ( 
  ف    (ب
   عي    ئي (ج
  ل      ق  هم ( 

  

8) Which of the following is the least 

important consideration when you have 

attendants who travel to your meeting? 

a) Introducing them to the local customs 

b) Travel arrangements 

c) Informing security to let them into the 

building 

d) Taking care of their transportation 

 ي       ي     قل      ء       عن                  ض    8) 

          ف      ض    ج   ع ؟

  ع   هم ع ى   ج             ( 
               (ب
 إعلام           ح  هم       ل إ ى     نى (ج
  ن  هم  عن     ( 
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9) Using an organizer, like a portable 

accordion file or Pendaflex, is an easy way 

to: 

a) Store your posters 

b) Store any prizes  

c) File your handouts and other stationary 

materials  

d) Keep your lunch 

 ع        م  ن م ،   ل   ف              ل    9) 

Pendaflex :ه    ـ        ، 

 قم    ز     ص     ( 

 قم    ز    ي ج  ئز (ب

 ق م   ن         ص                         ى (ج

        غ  ئ  ( 

  

10) When considering food options, you can: 

a) Cater 

b) Make reservations 

c) Host a “pot-luck” 

d) A and B 

    ن :عن          في           ع م ، 10) 

     م    ع م ( 

 إ   ء        (ب

    ضف "        ع  " (ج

     ب ( 
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Module Three: Review Questions 

 

 مراجعة الوحدة الثالثة: 

 

1) Generally, the meeting space is a trivial 

issue and not really important. 

a) True 

b) False 

 . ه     ً     ل ع م ،  ع          ج   ع   أ     فه       1) 

     ي ( 
    ئ  (ب

  

2) Which is an important item to consider 

when deciding on a meeting space? 

a) Sufficient number of tables and chairs 

b) Audio/ visual set up 

c) Whiteboard with markers and eraser 

d) All of the above 

عن        ق      أ        عنص              ي  جب    ع  ه 2) 

         ج   ع؟

 ع     ف                   ي ( 
 إع      ص           ئ    (ب
       ة    علا         ة (ج
  ل        علا  ( 

  

3) Getting “caught” setting up the room can 

give what type of impression? 

a) Deadlines are useless 

b) You are prepared 

c) You are unprepared 

d) You are just in time 

          ع ي    ق ع في إع      غ ف  ن عً       ن   ع؟3) 

      ع     نه ئ   غ    ج    ( 
    ع   ن  ع ى  (ب
  ن  غ      ع  (ج
          في    ق     ن  ب ( 

 

  

4) What would not be considered a nice extra 

touch to add to a meeting? 

a) Expensive party favors for a budget 

cutting meeting 

b) Folder with all meeting materials inside 

c) Candy or mints at the tables 

d) Coat rack during winter months 

 

 

 

 

      ي         ع           إض ف          ض  ه  إ ى 4) 

   ج   ع؟

     ز ن    ض لا     زب              ج   ع   ض  ( 
  ج      ج           ج   ع       ل (ب
    ى    نعن ع ع ى         (ج
  ف    ع  ف  لال   ه       ء ( 
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5) Which extra touch can make your meeting 

more effective by creating a personalized 

environment? 

a) Name tents already printed and set up 

on the tables 

b) Keepsake or logo item 

c) Projector on with a welcome message 

d) All of the above 

           لإض ف      ي          جعل  ج   ع       فع        5) 

  لال إن  ء   ئ    صص ؟

  م     عل    ع      ء      م  إع      ع ى         ( 
 عنص            ع   (ب
     بجه ز   ع ض  ع ل           (ج
  ل        علا  ( 

  

6) Which seating setup would best suit a 

meeting where face to face interactions 

were intended? 

a) Z shape 

b) T shape 

c) U shape 

d) T and U shape 

      إع         ع    ن ب  لاج   ع   ث           علا  6) 

  جهً    جه       ؟

 Z   ل ( 
 T   ل (ب
 U   ل (ج
 T   U   ل ( 

  

7) Which is not a basic seating setup? 

a) Z shape 

b) U shape 

c) T shape 

d) Conference style 

       ي    ع  إع  ً        ً    ج  س؟7) 

 Z   ل ( 
 U   ل (ب
 T   ل (ج
     ب    ؤ    ( 

  

8) Conference style seating is best suited for 

what type of meeting? 

a) It is not a seating type 

b) Face to face 

c) Large crowd with interactions 

d) Short meeting with less than 30 

     ع  ع ى    ز    ؤ       ي   ن ب  ي ن ع    8) 

   ج   ع  ؟

 إنه   س ن ع ج  س ( 
  جه    جه (ب
                  علا  (ج
        30 ج   ع قص       قل     ( 
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participants 

 

 

 

 

 

 

 

9) Having a predefined list for setting up your 

meeting is: 

a) A waste of time 

b) A useful tool 

c) An extra expense 

d) Mandatory 

  ج   ق ئ       ة     ً  لإع     ج   ع    :9) 

  ض ع     ق  ( 

    ة     ة (ب

 ن     ض ف   (ج

 إ ز  ي ( 

  

10) Signage outside the meeting room: 

a) Is an added expense  

b) Should be professionally done 

c) Is mandatory 

d) Should be created by the host of the 

meeting 

    ج ق ع    ج   ع:  ف   10) 

 ن     ض ف  ( 

  جب      م    ل      في (ب

 إ ز  ي (ج

  جب      م إن  ؤ     ق ل  ض ف   ج   ع ( 
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Module Four: Review Questions 

 

 مراجعة الوحدة الرابعة: 

 

1) Which of the following is a type of software 

useful for presentations? 

a) Microsoft Outlook 

b) Microsoft Power Point 

c) Microsoft Access 

d) Microsoft One Note 

  ي       ي  ع  ن عً           ج       ة   ع  ض          ؟1) 

         ف         ( 
         ف         ن  (ب
    ل      ج        ن  (ج
 ) Microsoft One Note 

  

2) Video conferencing connects two or more: 

a) Remote sites 

b) Cameras 

c) Television screens 

d) Skype accounts 

 :      ؤ                  ن          2) 

      ق     ع  ة ( 
           (ب
             ز    (ج
     ب        ( 

  

3) What is the most important thing to 

consider when dealing with electronic 

meeting tools? 

a) Affordability 

b) Your ability to use and troubleshoot 

them 

c) Reputation of electronic tools 

d) General acceptance of specific 

electronic tools 

   ع  ه عن     ع  ل            ج   ع           م  يء  جب 3) 

  لإ     ن  ؟

      ة ع ى    ل        ف ( 
 ق     ع ى        ه         ف      ء  إصلا ه  (ب
   ع          لإ     ن   (ج
      ل   ع م       إ     ن       ة ( 

  

4) When is using technology recommended 

for the meetings? 

a) In the case of larger meetings 

b) In the case of longer meetings 

c) Always 

d) Only when it’s necessary  

   ى            م     ن   ج     صى  ه  لاج   ع  ؟4) 

 في       ج   ع        ( 
 في        ج   ع           (ب
   ئ   (ج
  ف   عن             ض    ً  ( 
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5) Which of the following questions is crucial 

when you need to decide if you will use 

technology for the meeting? 

a) Is there a large number of graphics that 

will be presented? 

b) Do you have IT support available? 

c) Will there be people connecting to my 

meeting from remote locations? 

d) All of the questions above are crucial 

 ي       ئ             س  هً   عن                  ل       م 5) 

     ن   ج    لاج   ع؟

  ل  ن   ع                       ي    م      ه ؟ ( 
  ل    ف        عم   ن   ج      ع     ؟ (ب
 ل        ن       ص   ص      ج   عي       ق   (ج

  ع  ة؟
 ج       ئ    علا        ( 

  

6) If using technology is too risky, what 

should you do? 

a) Discuss it with participants  

b) Take the risk anyway 

c) Avoid using technology 

d) Take the risk, but prepare a backup plan 

 ف       عل؟إ             م     ن   ج       فً           ، 6) 

 ن قش               لآ       ل         ض ع ( 
           ة ع ى  ي   ل (ب
  جنب       م     ن   ج   (ج
 قم         ة ،      قم  إع                 ( 

  

7) If you choose to use technology in your 

meetings, learn the system and: 

a) Practice 

b) Ask for help 

c) Take the risk 

d) Make it exciting 

 إ               م     ن   ج   في  ج   ع    ، ف ع م   ن  م  :7) 

 )       

    ب      ع ة (ب

      (ج

  جع ه      ة ( 

  

8) Many new tools are available to help give 

your meeting:  

    ف    ع                ج   ة      ع ة في ع    ج   ع :8) 

      م     ن   جي ( 

    س     ن   ج   (ب
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a) Technology advances 

b) Technology lessons 

c) That cutting-edge-feel  

d) Possibilities 

        ع           (ج

 )          

  

9) Microsoft Power Point helps you: 

a) Organize your materials into one file 

b) Learn about technology 

c) Create better handouts 

d) Impress your audience 

 ع ى: Microsoft Power Point   ع   9) 

 ن م            ص     في   ف      ( 

  ع ف ع ى     ن   ج   (ب

 إن  ء ن      فضل (ج

  عج ب ج ه    ( 

  

10) When technology is being used just to 

dazzle the audience: 

a) It is a great way to capture your 

audience’s attention 

b) It reduces the effectiveness of the 

meeting 

c) It is distracting 

d) B and C 

 عن      م       م     ن   ج   لإ ه     ج ه   ف  :10) 

 إنه          ئع   ج ب  ن     ج ه    ( 

    ل    فع       ج   ع (ب

        ن     (ج

 ب   ج ( 
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Module Five: Review Questions 

 

 مراجعة الوحدة الخامسة: 

 

1) Which of the following is not something 

that the chairperson must do? 

a) Start the meeting 

b) Come up with the final solution 

c) Introduce the next presenter 

d) Take care of the rules 

  ي       ي    جب ع ى    ئ س فع ه؟1) 

   ج   ع      ( 
  ع ل إ ى    ل   نه ئي (ب
 قم      م      م      ي (ج
  ع ني       ع  ( 

  

2) Which of the following is not a necessary 

quality of a chairman? 

a) Authority 

b) Strictness 

c) Flexibility 

d) Impartiality 

  ي       ي    ع    ص   ض         ئ س؟2) 

 )      
 ص     (ب
      ن  (ج
 )        

  

3) Which of the following is a quality 

necessary to be a good minute-taker? 

a) Writing abilities 

b) Listening abilities 

c) Paying attention to details 

d) All of the above are important 

  ي       ي   س ض    ً       ق    ج  ة؟3) 

 ق             ( 
 ق           ع (ب
       ص ل      م  (ج
  ل      ق  هم ( 

  

4) Which tool is the best for minute taking? 

a) Lap top 

b) Paper 

c) Recording  

d) Every tool can be equally good 

        ة   فضل        ق ئق؟4) 

     ب     ل ( 
     (ب
    ج ل (ج
               ل    ة ج  ة ع ى ق م        ة ( 

  

5) The determining success factor of a 

meeting is: 

a) Role of the facilitator 

         م ع  ل نج ح  لاج   ع؟5) 

 )            
  ئ س ئ    (ب
     ض           (ج
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b) Rules of the chairman 

c) Participation of the attendees 

d) Skills of the minute-taker 

  ه          ض  ( 

  

6) What is the best way to communicate the 

role of the attendees? 

a) Casual, friendly, non-conventional 

approach 

b) Setting up tight rules 

c) Setting up expectations 

d) Individual meetings before the main 

meeting 

     ي  فضل          ص ل        ض  ؟6) 

     ب غ      ي        غ        ي ( 
  ض  ق  ع  ص     (ب
     قع         (ج
  ج   ع   ف     ق ل   ج   ع    ئ  ي ( 

  

7) Multitasking is typical for: 

a) Larger meetings 

b) Smaller meetings 

c) Medium meetings 

d) All of the above 

 : ع   ع      ه م ن   ج ً   ـ7) 

  ج   ع        ( 
  ج   ع    صغ  (ب
  ج   ع          (ج
  ل        علا  ( 

  

8) Which of the following is usually not 

necessary for larger meetings? 

a) Extra minute-taker 

b) Co-chairman 

c) Co-facilitator 

d) A person to greet the attendees 

  ي       ي   س ض    ً  ع  ةً في   ج   ع        ؟8) 

 آ    ق    إض ف   ( 
    ئ س         (ب
  ن ق       (ج
   ص           ض    ( 

  

9) Establishing clear ______ within your 

meeting helps to manage the meeting 

effectively.  

a) Roles 

b) Responsibilities 

c) A and B 

   ع  إن  ء ______   ضً   في  ج   ع  ع ى إ   ة 9) 

   ج   ع   ع    .

 )        

     ؤ      (ب

     ب (ج

        ب ( 
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d) Neither A nor B 

  

10) The meeting __________ is responsible for 

directing the proceedings of the meeting.  

a) Chairperson 

b) Attendees 

c) A and B 

d) Neither A nor B 

  ج   ع __________        ؤ ل ع    ج ه  ق ئ  10) 

   ج   ع.

    ئ س ( 

    ض   (ب

     ب (ج

        ب ( 

 

 

 

Module Six: Review Questions 

 

 مراجعة الوحدة السادسة: 

 

1) What is ‘I’ in SIGNALS flow? 

a) Introduction 

b) Interpretation 

c) Interpersonal skills 

d) Impartiality 

       " ن " في   فق  لإ     ؟1) 

 )       
   ج   (ب
  ه        ع  ل     لآ     (ج
 )        

  

2) What’s the last part of SIGNALS flow? 

a) Salutation 

b) Segue 

c) Simplification 

d) Scheme 

         جزء            فق  لإ     ؟2) 

 )      
   جي (ب
       (ج
 )      

  

3) Which of the following is not something 

the agenda communicates? 

a) Meeting topics 

b) Time allotment for each speaker 

c) Presenters 

d) Backup plan 

   جن ة؟ ي       ي   س   ئً       إ  ه 3) 

    ض     ج   ع ( 
   ص ص    ق    ل     ث (ب
          (ج
 )           
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4) What should you do with the agenda at 

the beginning of the meeting? 

a) Hand it out to attendees  

b) Ask somebody to read it out loud 

c) Introduce it to attendees  

d) All of the above are acceptable options 

       جب      عل    ج  ل   ع  ل في         ج   ع؟4) 

    ي      ه     ض   ( 
    ب      ص               ص   ع ل   (ب
  ق  ه    ض   (ج
  ل      ق               ( 

 

 

 

 

 

 

 

5) Having topics in the parking lot being 

answered during the course of the meeting 

is: 

a) Recommended 

b) Strictly not recommended 

c) Unusual 

d) Casual 

          ي           ف ه     ض   في        ن       م      5) 

 :ع  ه    ن ء   ج   ع  ي

   صى  ه ( 
   ق  غ     صى  ه (ب
 غ   ع  ي (ج
 غ      ي ( 

  

6) Who should review parking lot topics to 

determine if the topic requires follow up 

after the meeting? 

a) Chairperson 

b) Minute-taker 

c) A person specially engaged to do that 

d) Anybody 

      ي  جب       ج    ض ع          ن               إ   6) 

         ض ع     ب       ع   ع    ج   ع؟

  ئ س ( 
  ق        (ب
   ص     ب    ل   ص      م      (ج
  ي   ص ( 

  

7) Chairing the meeting:  

a) Is difficult 

b) Is a leadership role  

  ئ      ج   ع:7) 

 صعب ( 

     ق   ي (ب

    م  ه    جل      ض  (ج



 

17 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

c) Is done by the minute-taker 

d) Is easy 

  هل ( 

  

8) Opening your meeting effectively requires 

both:  

a) A technique and a flow  

b) A chair and co-chair 

c) PowerPoint 

d) Coffee and muffins 

     ب  ف   ح  ج   ع     ل فع ل  لاً   :8) 

   ن      فق ( 

    ي     ي       (ب

 PowerPoint (ج

    ه ة     ع  ( 

  

9) The agenda should be: 

a) Shared 

b) Read aloud 

c) Given to attendees 

d) Treated as an important part of the 

meeting 

      ج  ل   ع  ل: جب    9) 

 )       

  ق    ص   ع ل   (ب

  ع ى    ض   (ج

   م    ع  ل  عه   جزء  هم      ج   ع ( 

 

 

 

10) Your ability to _______ sets the tone of the 

meeting.  

a) Delegate 

b) Fluctuate 

c) Communicate 

d) Orchestrate 

 ق     ع ى _______      نغ     ج   ع.10) 

  ن  ب ( 

     ب (ب

      صل (ج

  ن  م ( 
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Module Seven: Review Questions 

 

 مراجعة الوحدة السابعة: 

 

1) What is ‘S’ in STOP technique? 

a) Setting rules 

b) Setting expectations 

c) Setting deadlines 

d) Setting consequences 

 (1      "S"   في   ن STOP؟ 
  ض       ع  ( 
           قع   (ب
            ع     نه ئ   (ج
         ع  قب ( 

  

2) In STOP technique, ‘O’ is for overcoming 

the fear of: 

a) Being disrespected 

b) Time issues 

c) Being rigid or harsh 

d) Interrupting 

 :   غ ب ع ى     ف    "STOP  ،"O في   ن  2) 
 ع م       م ( 
 قض       ق  (ب
         ج  ً      ق   ً  (ج
       ع  ( 

  

3) What is the biggest problem with meetings 

that overrun their original end time? 

a) The venue may not be available for 

overtime 

b) Attendees lose concentration 

c) Ideas usually deteriorate 

d) You can suffer serious consequences 

  ن ه ء     ي            في   ج   ع    ي  ج  ز  ق  3) 
   ص ي؟

 ق                   ً     ع ل  لإض في ( 
    ض                ز (ب
   ف    ع  ة           (ج
          ع ني    ع  قب       ( 

  

4) Which of the following is not something 

that mitigates the effects of going 

overtime? 

a) Giving choices to attendees 

b) Warning attendees that the meeting will 

be overtime 

c) Determining your constraints 

d) Informing attendees that the meeting is 

  ي       ي      ف    آ      ع ل  لإض في؟4) 
 إع  ء               ض    ( 
           ض         ج   ع         ع ل  لإض في (ب
 ق           (ج
 إ لاغ     ض         ج   ع     عل  ق  إض في ( 
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already overtime 

 

 

 

 

5) Which of the following is not one of the 

basic steps for keeping attendees 

accountable? 

a) Setting expectations 

b) Clarifying consequences 

c) Setting limits 

d) Follow through 

لإ ض ع     ض      ي       ي   س                   5) 
      ء  ؟

           قع   ( 
   ض ح   ع  قب (ب
 جعل        (ج
          ض   صغ   ( 

  

6) Holding your participants accountable 

primarily involves: 

a) Their own choice to participate 

b) Keeping authority 

c) Communication 

d) Non-formal atmosphere 

 :             ل     ي ع ى  ض          6) 
        م          ( 
        ع ى        (ب
    صل (ج
 ج  غ      ي ( 

  

7) Chairing the meeting requires __________. 

a) Diligence 

b) Discipline 

c) A and B 

d) Neither A nor B 

  ئ      ج   ع     ب __________.7) 

   ج ه   ( 

   نض    (ب

     ب (ج

        ب ( 

  

8) In your invitation you should: 

a) Explain how the attendees should 

behave 

b) Outline your expectations 

c) A and B 

d) Neither A nor B 

 في  ع     جب   :8) 

    ح   ف  جب      ص ف     ض    ( 

       قع    (ب

     ب (ج

        ب ( 
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9) In order to keep your meeting on track, 

you should  

a)  Be patient 

b) Set clear expectations on how time 

management will be used in the meeting  

c) Communicate 

d) Express your concerns 

    جل        ع ى  ج   ع  في          ص  ح ،  جب ع    9) 

    

    ص     ( 

ض    قع     ض     ل             م إ   ة    ق  في  (ب

   ج   ع

      صل (ج

 ع   ع      ف  ( 

 

 

 

 

10) Letting your presenters and attendees 

know you intend to manage the agenda 

firmly: 

a) Removes the element of surprise 

b) Can anger them 

c) Could make them want to leave 

d) Might keep them from asking questions 

  ع ف   ن   ن ي إ   ة      ح      ي   ع ض     ض   10) 

 ج  ل   ع  ل   زم:

  ز ل عنص       جأة ( 

              غض هم (ب

          جع هم           غ   ة (ج

 ق    نعهم      ح    ئ   ( 
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Module Eight: Review Questions 

 

 مراجعة الوحدة الثامنة: 

 

1) What is SIT technique useful for? 

a) Keeping attendees in the meeting 

b) Keeping attendees’ attention 

c) Dealing with participants who are 

running in and out of the meeting 

d) Making meetings go faster 

 ؟SIT    ف ئ ة   ن  1) 
 إ   ء    ض   ع ى   ج   ع ( 
 ج ب  ن         ض    (ب
   ج ي    ل     ج   ج   ع (ج
 جعل   ج   ع    ع ( 

  

2) What is ‘I’ in SIT technique? 

a) Incorporate frequent questions 

b) Incorporate brainstorming 

c) Incorporate frequent breaks 

d) Incorporate frequent presentations 

 

 ؟SIT       " ن " في   ن  2) 
 ض    ئ        ة ( 
    ل   عصف     ني (ب
      م ف               ة (ج
 ضّ   ع  ض              ة ( 

  

3) Which of the following is the best way to 

ensure that attendees will silence their cell 

phones? 

a) Place signs with instructions to silence 

their electronics 

b) Remind them about it in the agenda 

c) Ask them to do it at the beginning of 

the meeting 

d) The combination of all three 

 ي       ي     فضل          أ      ق  م    ض    إ     3) 
      هم            جهزة      ع     ق ي     صي     ص   هم؟

 ض   ف        ع      لإ      جهز هم  لإ     ن   ( 
     م في ج  ل   ع  ل (ب
      م      ع        في         ج   ع (ج
    لا    ز ج    ( 

  

4) If you ask attendees to turn off their 

phones at the beginning of the meeting, 

you’ll reduce the chance of disruption by: 

a) 50% 

b) 75% 

c) 95% 

إ          ض    لإ   ف   غ ل      هم في         ج   ع ، 4) 
 :ف  ف    ل    ف ص     ث  ض   ب     لال

 ) 50٪ 
 ٪75 (ب
 ٪95 (ج
 ) 100٪ 
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d) 100% 

 

 

  

5) What is ‘A’ in EAR technique? 

a) Acknowledge the importance of the 

meeting 

b) Acknowledge that the topic is valid and 

worthy of discussion 

c) Acknowledge that any idea is worthy of 

discussion 

d) Acknowledge that each member has 

equally contributed when the meeting 

approaches the end 

     ي   ن   " " في     ؟5) 
   ع   ف  أ       ج   ع ( 
  ع  ف  أ      ض ع ص  ح  ج        ن ق   (ب
  ع  ف  أ   ي ف  ة     ق    ن ق   (ج
     أ   ل عض  ق     م ع ى ق م        ة عن        ب  ( 

   ج   ع    نه   ه

  

6) EAR technique helps you redirect without: 

a) Losing time 

b) Offending participants 

c) Entering a new digression 

d) Making a new problem 

 :ع ى إع  ة     ج ه      EAR    ع     ن  6) 
 ض  ع    ق  ( 
  لإ  ءة إ ى           (ب
      ل في         ج    (ج
 صن        ج   ة ( 

  

7) What is the best thing to do if a conflict 

occurs? 

a) Ignore it and proceed with the meeting 

b) Intervene 

c) Call someone to handle it 

d) Let the conflicted attendees solve it by 

themselves 

        فضل  يء   ع ه في         ث  ع  ض؟7) 
  ج   ه     ضي ق    في   ج   ع ( 
    ل (ب
   صل    ص       ع  ل  عه  (ج
    ض       ض  ب    ه   أن  هم ع  ( 

  

8) Which of the following is not one of the 

steps for handling possible conflicts? 

a) Stop 

  ي       ي      ل إ  ى        ع  ج     ع  ض           ؟8) 

   قف ( 

    ب (ب

 إ     (ج
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b) Go 

c) Drop 

d) Roll 

 )     

 

 

 

 

 

 

9) With enough planning, you can avoid 

disruptions at your meetings. 

a) True 

b) False 

                في ،    ن   جنب   ض       في  ج   ع   .9) 

 ص  ح ( 

   أ (ب

  

10) What can a participant do when they 

need to step away? 

a) Smoke 

b) Cry 

c) Eat 

d) Go outside 

       ي           ع ه         عن        ج إ ى     ع  ؟10) 

 )        

 ص    (ب

   ل (ج

    ب      ج ( 
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Module Nine: Review Questions 

 

 مراجعة الوحدة التاسعة: 

 

1) In which situations can you use minutes? 

a) In follow-up meetings 

b) When some people cannot make it to 

the meeting 

c) In case a dispute arises 

d) In all of the situations above 

 في  ي      قف    ن        م    ق ئق؟1) 
 في   ج   ع           ( 
 عن              عض   ن س    ص ل إ ى   ج   ع (ب
 في      ن  ء نز ع (ج
 في ج                  ة  علا  ( 

  

2) What’s the best form of minutes? 

a) Outlined points 

b) Full sentences 

c) Full, but brief paragraphs 

d) Full and detailed paragraphs 

        فضل   ل    ق ئق؟2) 
   ن          ة ( 
 ج ل       (ب
 ف                  جزة (ج
 ف              ص   ( 

  

3) Which of the following is not something 

the minute-taker must write? 

a) Date and place of the meeting 

b) General atmosphere 

c) Chairman’s name 

d) Present and absent attendees 

  ي       ي   س   ئً   جب ع ى   جل    ق ئق      ه؟3) 
   ع          ج   ع ( 
   ج    ع م (ب
   م    ئ س (ج
     ض       غ ئ    ( 

  

4) Recording everything usually makes 

minutes: 

a) Great 

b) Professional 

c) Pointless 

d) Satisfying 

 : ل  يء  ق ئق ع  ةً       غ     ج ل4) 
   ئع  ( 
      في (ب
 ع  م     ئ ة (ج
   ض ه ( 

  

5) Using a template for your meeting minutes 

brings: 

a) The pressure of following strict rules 

 :   ض   ج   ع  إ ى ؤ ي       م ن   ج 5) 
 ضغ      ع ق  ع  ص     ( 
                   (ب
  أ       ن    ؤ ي ع لاً   ئعً  (ج
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b) Consistency to your technique  

c) Guarantee that you’ll do a great work 

d) Ready-made solutions 

    ل ج  زة ( 

 

 

 

6) Which of the following sentences is true? 

a) Printed templates are better than 

electronic 

b) Electronic templates are better than 

printed 

c) Printed and electronic templates are 

equally good 

d) Handwritten templates are the most 

efficient 

  ي   ج ل         ص    ؟6) 
       ب       ع   فضل     لإ     ن   ( 
       ب  لإ     ن    فضل          ع  (ب
       ب       ع    لإ     ن   ج  ة  ن س       (ج
  ي       فع          ب                    ( 

  

7) Meeting ______ serve as historical data that 

can be referenced in case a dispute should 

arise. 

a) Agendas 

b) Minutes 

c) Facilitators 

d) Errand runners 

  ج   ع ______           ن                   ج ع إ  ه  في 7) 

      ن  ء نز ع.

 ج   ل   ع  ل ( 

  ق ئق (ب

          (ج

   ع  ئ   إ  ن  ( 

 

  

8) The minute-taker should not have a major 

part in the meeting themselves.  

a) True 

b) False 

   ن غي            قق     ض           في   ج   ع 8) 

  أن  هم.

 ص  ح ( 

   أ (ب

  

9) The idea behind minute taking is: 

a) Keeping track of any conflicts 

b) To follow up action items 

c) To record information about who 

      ة           ق ئق  ي:9) 

       ي ص  ع   ( 

      ع   ن     ع ل (ب

    ج ل    ع        ل     ض        ج   ع (ج

 ب   ج ( 
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attended this meeting 

d) B and C 

  

10) Why not use a voice recorder for minute 

taking? 

a) They are too expensive 

b) The sound is poor quality 

c) Not every word needs to be recorded 

d) They are difficult to use 

              م   جل   ص          ق ئق؟10) 

  نه              ( 

 ج  ة   ص      ئ  (ب

     زم   ج ل  ل      (ج

  صعب        ه  ( 

 

 

Module Ten: Review Questions 

 

 مراجعة الوحدة العاشرة: 

 

1) Which of the following statements is true? 

a) On a daily basis, we attend more 20-

minutes meetings than any other kind 

b) On a daily basis, we attend more 30-

minutes meetings than any other kind 

c) On a daily basis, we attend more 45-

minutes meetings than any other kind 

d) On a daily basis, we attend more 1-hour 

meetings than any other kind 

  ي      ع              ص    ؟1) 
 ق          20ع ى    س    ي ، ن ض   ج   ع      ه   ( 

     ي ن ع آ  
      ق     30ع ى    س    ي ، ن ض   ج   ع      ه   (ب

     ي ن ع آ  
 ق          45ع ى    س    ي ، ن ض   ج   ع      ه   (ج

     ي ن ع آ  
ع ى    س    ي ، ن ض   ج   ع      ه    ع      ة  ( 

          ي ن ع آ  

  

2) What are summary notes? 

a) Notes taken by all attendees 

b) Minutes 

c) Chairman’s review 

d) Summary notes don’t have a precise 

definition 

     ي    لا         جزة؟2) 
  م          لا        ق ل ج        ض    ( 
    ق ئق (ب
    جع     ئ س (ج
  لا          ص   س  ه   ع  ف  ق ق ( 

  

3) What’s the usual effect of using games in  (3أ       ع          م    ع ب في   ج   ع  ؟          
 ق     ن     ( 
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meetings? 

a) Decreased attention 

b) Too casual atmosphere 

c) Losing track 

d) Increased productivity 

 ج  غ      ي   غ    (ب
             (ج
 ز   ة  لإن  ج   ( 

  

4) When should you skip using games? 

a) In the case of a serious meeting 

b) In large meetings 

c) When attendees don’t know each other 

well 

d) Whenever it’s possible 

   ى  جب    ي       م    ع ب؟4) 
 في       ج      ء ج   ( 
 في   ج   ع         ة (ب
 عن       ع ف     ض     عضهم    عض ج ً   (ج
                 ن  ( 

  

5) What type of prizes are recommended? 

a) Extravagant and expensive 

b) Symbolic, like pens or desk decorations 

c) Serious, like a promotion 

d) Non-material, like accolades 

    ن ع   ج  ئز    ي   صى  ه ؟5) 
 )                    
   زي ،   ل   قلام    ز   ف      ب (ب
 ج   ،   ل     ق   (ج
 غ      ي ،   ل   ج  ئز ( 

  

6) The reason meetings usually last an hour is: 

a) There is a lot of information to cover 

b) That’s all the time allotted by 

management 

c) People like to leave work for an hour 

d) The computer program that sets up the 

meeting works in 30 minutes 

increments of time 

   :  ب           ج   ع   ع  ة    ة   ع  6) 

  ن                ع         ي  جب  غ   ه  ( 

         ل    ق     ي   صصه  لإ   ة (ب

   ب   ن س       ع ل    ة   ع  (ج

 ق     30 ع ل   ن  ج              ي  ن م   ج   ع في  ( 

 ز   ة في    ق 

  

7) Magic tricks work well only when they are: 

a) Original 

b) Silly 

c) Done right and with confidence 

 : ع ل     ل            ل ج   ف   عن        7) 
 إ   عي ( 
    ف (ب
  م    ل ص  ح       (ج
     ص      ج   ع ( 
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d) Related to the meeting 

  

8) What kind of magic tricks should you 

avoid? 

a) Card tricks 

b) Embarrassing tricks 

c) Complicated tricks 

d) Cliché tricks 

 ن ع     ل            ي  جب ع     جن ه ؟   8) 
   ع      ق   ( 
   ل    ج  (ب
   ل  ع  ة (ج
     ل          ( 

  

9) Most times, people are excited to attend 

meetings. 

a) True 

b) False 

 في  ع م    ق   ،        ن س           ض     ج   ع  .9) 

 ص  ح ( 

   أ (ب

 

 

 

 

 

 

 

10) At the end of the meeting, you should: 

a) Summarize any action steps 

b) Ask for personal opinion 

c) Make future predictions 

d) Ask for attendees’ expectations 

 في نه      ج   ع ،  جب ع   :10) 

   ص  ي       ع ل ( 

    ب   ي   صي (ب

 قم  ع ل  ن ؤ            (ج

   أل ع    قع      ض   ( 

 


