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Unit 1 Workplace

Warming-up

Task T Work in pairs. Look at the following office layout. Discuss with your partner and
identify the marked rooms.

1 washroom 2 department manager’s office
3 meeting room 4 staff office
5 multifunction meeting room 6 hallway 7 reception room

Task 2 Look at the above office layout again. Mary is at the company gate. Please tell her
how to find Mike and Jack in the office.




Reading A

Many economic reviewers assume that
international business deals will happen

naturally if only the correct governmental
policies and structures are in place. Corporate
leaders assume that they can simply extend
their successful domestic strategies to
the international setting. Both of these
assumptions are mistaken. Policies alone
do not create business deals; companies do.
Business executives will need to be much better
educated about international negotiations in
order to make successful deals. International
business negotiations are fundamentally
different from domestic negotiations, and
require a different set of skills and knowledge.

There are three factors which are common
to all international business negotiations,
and which distinguish international business
negotiations from domestic ones. The first is
that in international negotiations the parties
must deal with the laws, policies and political
authorities of more than one nation. These
laws and policies may be inconsistent, or even
directly opposed.

A second factor unique to international
business negotiations is the presence of
different currencies. Different currencies give
rise to two problems. Since the relative value of
different currencies varies over time, the actual
value of the prices or payments set by the
contract may vary, and result in unexpected
losses or gains. The other problem is that each
government generally seeks to control the flow
of domestic and foreign currencies across their
national borders. And unexpected changes in

such governmental currency policies can have
dramatic effects on international business
deals.

Finally, cultural differences are an important
factor in international negotiations. In addition
to language differences, different cultures
have different values and concepts. As a result,
certain ideas may have very different meanings
in different cultures. For instance, Americans
and Japanese tend to have a different view of the
purpose of negotiations. Americans see the goal
of negotiations as to produce a binding contract
which creates specific rights and obligations.
Japanese see the goal of negotiations as to
create a relationship between the two parties;
the written contract is simply an expression
of that relationship. What the Japanese see as
a reasonable willingness to modify a contract
to reflect changes in the parties’ relationship,
Americans see as a tendency to break a promise.
American insistence on the original terms of
the contract may be viewed as distrust by the
Japanese.

Cultural differences are also present in
different approaches to international business
negotiations. Some cultures prefer to start
from agreement on general principles, while
others prefer to address each issue individually.
Some cultures prefer to negotiate by “building
up” from an initial minimum proposal;
others prefer to “build down” from a more
comprehensive opening proposal. Cultural
differences also show up in the preferred
pacing of negotiations and in decision-making
styles.



Unit 1 Workplace

Words

negotiation /n1,gauf1'e1faon/ n. #R¥; Yr
assume /o'sjuim/ v, fR5E, Rk

assumption /o'sampfan/ n. {5, ik

extend /1k'stend/ v. §Jg; ¥ HOTER
domestic /dou'mestik/ a. EHNH, AEH); FHK
strategy /'stretidzy/ n. g, TRIE

setting /'setin/ n. 15&; 3%

fundamentally /,fando'mentali/ ad. R4 L; 58
ZHh

factor /'faekto(ry/ n. R &

authority /0:'0proty/ n. B 245, TEE AL
inconsistent /,Inkon'sistont/ a. A—21; BiEF
JE )

unique /ju'nizk/ a. TR HE—HY

presence /'prezons/ n. 1-1E

currency /'karonsi/ n. B¢fi; (H2MIHY) FiE

vary /'vear1/ v, A8k, AR

dramatic /dro'meetik/ a. ¥ZBIVER]; AFHH

concept /'konsept/ n. Wi, B, A&

binding /'baindin/ a. ALY T
obligation /,pbli'geifon/ n. (YEFEEGE X _EAY) X
%, 7T

modify /'modifar/ v, (&, B

tendency /'tendonsi/ n. &%y, #ln]

insistence /In'sistons/ p, WERRER, IREF

original /2't1d3enal/ a. FE¥IHY; KA

address /o'dres/ v. AbFH, Xt

issue /'1[jus/ n. AR, DU SRR

proposal /prou'pavzal/ n. L, 114l $£5
comprehensive /kompri'hensiv/ a. 1z #]; LR G
pace /pers/ v. TisE i ; THEATZE

style /stail/ n. =R, HiE

Phrases & Expressions
ifonly HE,; 232
distinguish from [X4); #¥5!|
giverise to F[i, H3

Task 1 Read the passage and list the differences between international and domestic

business negotiations.

Differences Between International and Domestic Business Negotiations

International

AL,

Domestic

Dealing with laws, policies and political
authorities of one nation

2 Dealing with different currencies

Basically no cultural differences




Workplace Unit 1

Task 2 Decide whether the following statements are true (T) or false (F) according to the
passage.

Successful domestic business strategies can be readily extended to foreign markets.
Business deals are created by correct policies, not by companies.

The laws and policies of two countries may be inconsistent.

Changes in the relative value of different currencies can lead to gains or losses.

Generally speaking, the government of different countries will try to control the flow of
currencies across its border.

O OoOodod

6. Americans see the goal of negotiations as to create a relationship between the two
parties.

Business Know-how

Taking Good Minutes

« Prepare an outline based on the agenda ahead of time and
leave plenty of white space for notes;

* Prepare a list of expected attendees and check off the names
when they come;

* Make a map of the seating arrangement to be sure about
who said what;

» Make note of those who come in late or leave early;

* Don’t take down everything that is said; just get the
important points;

* Always write down action items with the person responsible

and any deadlines.




Unit 1 Workplace
Reading B

\B Board Meeting Minutes
] Modern Technology Corporation
Friday, January 22, 2010

The Modern Technology Corporation (MTC) Board of Directors (the Board) met in
regular session on Friday, January 22, 2010. The meeting was held by teleconference.

Members of the Board present or absent:

Greg Steinhoff Chair Present

Jim Baker Member Present

Jake Fisher Member Present

Steve Hobbs Member Absent

Mike Nichols Member Present (joined at 2:30 p.m.)
Outside legal counsel and staff present or absent:

Powell Carman MTC Legal Counsel Present

Rob Anderson MTC Executive Director Present

I. WELCOME AND CALL TO ORDER
Chair Steinhoff called the meeting to order at 2:05 p.m.

2. APPROVAL OF MINUTES FROM PRIOR MEETING
Chair Steinhoff moved to approve the minutes from the December 17, 2009 Board meeting.
The draft minutes were distributed to the Board before the meeting. The resolution was
moved by Mr. Hobbs, seconded by Mr. Baker and unanimously approved.

3. APPROVAL OF TREASURER’S REPORT
Chair Steinhoff then asked Mr. Fisher to present the Treasurer’s Report distributed to
the Board before the meeting. Mr. Fisher presented the Treasurer’s Report for the Board’s

approval. Following a discussion the resolution was moved by Mr. Baker, seconded by Mr.
Nichols and unanimously approved.

4. NEW BUSINESS

Chair Steinhoff asked Director Anderson to provide the Board with the information
regarding support for the project by Dr. Annie Rubin. Director Anderson referred to a set of
documents distributed to the Board before the meeting. He asked the Board to review and
approve the draft support letter. He then introduced Dr. Rubin who provided additional
information for the Board. Following a detailed discussion the resolutions were moved by
Mr. Baker, seconded by Mr. Nichols and unanimously approved: The Board supports the
project, and the Board authorizes Director Anderson to finalize and send the support letter
to Dr. Annie Rubin on behalf of the Board.

5. ADJOURNMENT
Meeting adjourned at 3:39 p.m.

Respectfully submitted
B. Thomas Lowes, Secretary



e T
Words

minutes /'minits/ n. &0

session /'sefon/ n. £

teleconference /'telr,konfarans/ n. HiiEL 1
prior /'prara(r)/ a. BT, 5K

move /mu:v/ v, $4Y, s

draft /dra:ft/ n. %, HEE

resolution /reza'luzfon/ n. Pl

second /'sekond/ v, PfHY

unanimously /ju:'neenimosli/ ad. 4={A—%, J&
SR

treasurer /'tre3ara(r)/ n. £xit; Hal; W55 EF
finalize /'fainoalaiz/ v. EF

adjourn /0'd33:n/ v. {KE, 4>

submit /sab'mit/ v, $E35

Phrases & Expressions

executive director FfTHE
call to order HiiF <

treasurer’s report 5445

Notes

meeting minutes: They are an instant
written record of a meeting and often give
an overview of the structure of the meeting,
starting with a list of those present, a
statement of the various issues before the

participants, and each of their responses to

them.

Workplace Unit 1

Task 1 Decide whether the following
statements are true (T) or false (F)
according to the minutes.

[l

. MTC’s board members were talking face
to face in the meeting room.

2. Mr. Fisher presented the Treasurer’s Report,
which was then unanimously approved.

. Executive Director Rob Anderson proposed
that the Board support a new project.

O

4. The Secretary, B. Thomas Lowes, was
appointed to send the support letter to Dr.
Rubin.

[

. The Board had a ten-minute break at 3:39 p.m.

Task 2 B. Thomas Lowes, the secretary,
wrote down the following quotations
in a hurry. Try to tell who said what
according to the minutes.

Greg Steinhoff Jim Baker
Jake Fisher Mike Nichols
Powell Carman Rob Anderson
Annie Rubin

One

“welcome to the meeting. Let’s get down

to business. Flrst, we...” ‘

Two
“Personally, t think the minutes from the
Last meeting were OK.  agree with Mr. Hobbs

and ask the Board for approval.” f——“—"

Three
“We have carefully checked with our bank.

The current account is tight.” !

Four
“'d Like to ask Dr. Rubin to tell us about

the bright future of the project.” r"“_'

Five
“l think all must have carefully read the
winutes before the meeting. Are there

any suggestions?” l



Unit 1 Workplace

Listening & Speaking

Task 1 Mary Jones is booking an air ticket on the phone. Listen to the conversation and correct
() the mistakes in the following chart.

Flight No./  Departure/

Destination Class Price  Flight Type Payment
Airline Arrival 9 yp y
6:00 p.m./
NWA 476  9:25 a.m. (local Sydney Business $346 Round trip Online
time)

Task 2 Listen to a phone conversation and  Task 4 Listen to a phone conversation

a complete the following form. i and decide whether the following
ﬁ statements are true or false. Then
write key words to support your
Reservation Form answers.
Name: 1. There will be an extra charge if fewer than 18
Phone number: guests are at the party.
Tires True [ ] False [ |
Table size:
Special note: 2. Jeff is calling to reserve a banquet room for the
retirement party on December 2.
True [ ] False [ ]

Task 3 Mr. McKenna is thinking of making

o a reservation for a conference room.
Listen to the conversation and tick off
the items that have been mentioned.

3. The restaurant will charge a fee of $15 for the
cake brought by the guests.

True [_| False [ |
Size
Location
] 4. The restaurant manager will call for confirmation
Service

three days before the party.

True [_] False [ ]

Direction sign

Facilities

Room setup/arrangement

Food

HEREEERRN

Room rate/Rental fee



Task 5 Listen to the passage twice and fill
() in the blanks with what you hear.

Are you one of those people who are afraid of
buying plane tickets online, and would rather call
the airlines and talk to a “real live person”? It is
understandable that the airlines are encouraging
us to book online rather than :

because it can save them money and the benefits
to the customers can be significant too. Booking

online can be b

done the right way.

A search for “cheap plane tickets” or similar
will bring up dozens of well-known websites.
These websites are fairly straightforward to use—

you key in your , dates

and number of passengers. After a few seconds’
wait, you have your results on the screen in front
of you. Check the results carefully as you may have
dozens of different flight options to choose from.
The cheapest flight option is usually displayed first
at the top of the screen with successive options

Apart from the actual price, you may want
to consider other aspects too, such as the time of
day of your flight as well as the dates of travel—

Sometimes it pays to travel at “inconvenient times”
such as early morning or overnight. You can also
get a discount on airline tickets by flying on the
day of a major holiday.

Workplace Unit 1

Task 6 Work in pairs. Practice booking plane
tickets over the telephone.

Role A: A travel agent
Greet the caller
Ask for the departure and destination city

Ask about the time and date of departure
Offer different flight options
Offer the prices

® & & & & o

Confirm the information and close the
conversation

Role B: A customer who
wants to buy three
one-way tickets

# State who you are and the intention of

booking plane tickets -

¢ Specify the departure and destination city

# List available times and dates

@ Inquire about the prices of tickets for different
flights

# Choose one flight and book three tickets

Useful Words and Expressions
Passenger

How many passengers?

adults, children, infants, seniors...

Time

When do you want to fly?

departure, arrival, delay, cancel...

Ticket

Do you want a... or a...?

return (round-trip), one way, multi-city
(destination)...

Class

Which class/cabin do you prefer?

first class, business class, economy class...
More Options

Do you want (to)...?

upgrade class, promotions, non-stops,
stopover...
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Unit 1 Workplace

Writing

Minutes

Minutes are an official record of the proceedings of a meeting or conference. Well-written minutes

usually consist of three parts:

1.

The time, date and place of the meeting;

2. Who attended the meeting and probably the apology from the person who was absent;
3. What has happened at the meeting in detail.

Task 1

Task 2

Taking good notes is a key to producing good minutes. Read the following notes
from meetings and try to write complete sentences for them.

* resp. = responsible Q = quarter dev’ing = developing

dom. = domestic rep. = representative  rec. = recommend ! = caution

1. Market Dept. resp. for Comp. sales | last yr.

The Marketing Department is responsible for the Company s sales decline last year:

2. Shld T advert. budget next yr.

3. If exports | in Q 4, think about dev’ing dom. market.

4. All sales rep. over-fulfilled this yr plan, rec. T salary.

5. Changes in exch. rate T cost. rec. ! in future trading.

Below are some points from the minutes of a meeting at ABC Company and also

a transcript of the meeting on the next page. Try to match each of the points with
its corresponding part in the transcript.

A. Alice Nelson suggested sending a gift to the hospital.

B. Sam Shawn described the topic for discussion at today’s meeting.

C. Sam Shawn concluded the meeting and settled the time for the next meeting.

D. Discussion took place about possible ways to solve the problem.

E. Sam Shawn mentioned that the husband of one of their colleagues was ill and in hospital.



