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Unit One Business Meeting

Business people need to participate in meetings of one type or another.
They need to be equipped with a range of skills and languages to help them an-
ticipate and deal with many of the difficulties they will face. This unit deals with,
the basic skills for a business meeting.

HEARBESME RS MINTHERESFHEARAETAE, Hih
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A. Listen to the recording and tick (/) the points in this list that the speakers
make.
o TS H AL (V) IR Y BIE AR R RGO AR,

Here is a decision-making meeting for Good Year . They are discussing whether or not this

is the right time to expand their business in the coming year.

Ron: chairman of the meeting

Carla: marketing manager

Brown, Anna, Alex: members of marketing department

P RFRE.
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New Words
sales figure n. &5B 5
inquiry n. ¥
branch out v. ¥ K
cost effective adj. XIB K
overheads n. (4bkKY)—BE T M
premises n. (4 HAIEMERH)ERERE
better off adj. RELIFHY
disastrous adj. AEH
upgrade v. HE, 4

1. The meeting aims to discuss whether or not this is the right time to expand the busi-
ness in the coming year.

2. Carla, the head of marketing, considers it necessary to set up new factories in new ar-
eas according to the sales figures.

3. Brown thinks they should expand the factories they have at the moment rather than
setting up new factories in terms of finance.

4. Anna agrees with Carla because she believes that if they don’t take this opportunity,
their competitors will.

5. Michelin is a world-famous company manufacturing different kinds of tyves.

6. Alex strongly objects to the idea of increasing the nurnber and spreading their facto-
ries.

7 Both Carla and Brown believe at last that personal face-to-face contact with custom-
ers is much more attractive than a voice on the phone.

8. Ron, the chairman of the meeting, decides to present all the ideas to the Board of Di-
rectors.

B. Listen to the passage and choose the best answer for the following questions.
FFXRHF%FERELE,
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New Words

real estate n. FHLfT
location n. (&, #iK
agenda n. &

enhance v. &85, 1%%
prospect n. A REME, S
momentum 7. Fhf7#:k
brisk adj. 2HREY, IERH
score v. 184

score points off I
chide v. F#%,57Y
brusque adj. ¥3 HE&
gratitude n. B

ramble v. &R
preside(over) v. %

1. The comparison with the real estate shows
A the real estate is more important than running a meeting.
B. the three things in the real estate are equal to those of running a meeting.
C. the real estate is less important than running a meeting.
2.The agenda is necessary only for
A. the formal meetings.
B. the informal meetings.
C. all kinds of meetings.
3.The small talk should _
A. get finished halfway before and after the meeting.
B. be the first subject of discussion at the meeting table.
C.start for the first ten or fifteen mimites.
4.To be decisive in the meeting means _
A.to leave the question vague.
B.to have the meeting in the first place.
C.to have a point in having the meeting in the first place.
5.7To be firm in the meeting means ___



A.to let others score points off each other.
B.not to waste others’ time.

A. Here are some rules about how to make useful and effective minutes for a meet-
ing. Put them in order according to the degree of importance and explain your
points of view.

AT RRXT 20T RHERAKESSNEE T, RET S HEFX RN H
REALRESM &,
1934391311911454 1511993311411 3449
New Words
accurate acdj. {ES Y
sloppiness n. .0 K&
omission 7. BtF
minutes n. SWLE
inject v. fHA
succinct adj . IR
understandable adj. 7] 3%k
spur n. HESE, R '
layout n. &=,
presentation n. BRiR, ik

1. Accurate: It is obvious but important. Any sloppiness of reporting or omissions can
cause problems.

2. Objective; Whoever prepares the minutes must report what was said, not injecting their
particular view.

3. Succinct: Unless they summarize effectively,they are likely to go unread.

4.Understandable: If they are to provide a useful spur to action and a correct record, they
must be clear.

5. Businesslike ; Making it clear what action is expected of whom, by when. Many organiza-
tions will have their own standard of layout and presentation.

C K.
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B. You are one member of the Board of Directors for Far East Textiles Enterprise
Ltd. You are going to attend a meeting to discuss the present concerns of the
company. Here is the agenda for today’s meeting.

REARGLSLFIB > IHEE LKA, RiGEl—N 2,380
AP AIEEOE, AT RS RS NGNF B,
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New Words

agenda n. W&

boardroom n. SiE

arise v. ¥, RE

quotation n. M, AT H

weave v. HH

application n. BiH

post n. pGIL, BR{Z

assistant accountant BjFE &3t

as follows IF

Trade Promotion Council HF{RHBERE

finance controller 4+ &3 R

accounting assistant £x71 B3

personal assistant FAA By ¥

synthetic adj. Ai&EHY

silk n. Z%




Ref:BD/11.2/02

Agenda for the meeting of the Board of Directors to be held in the Board Room at 230
P.M. on Thursday, 2nd November 2002

1. Minutes of the meeting of the Board of Directors held in the Board Room at 2:30 P. M.
on Thursday,2nd November 2002.

2. Matters arising from the minutes.

3. To consider the quotation received from Ishiboda Machine Tools 1td. for the supply of
textile weaving equipment.

4.To consider applications received for the post of Assistant Accountant as follows:
Mr. T.A. Grierson, aged 31, at present Assistant Accountant at the Trade Promotion
Council;
Mr. B.C. Ball, aged 27, at present Personal Assistant to the Finance Controller, Neave
Brown Ltd. ;
Miss J. Simpson,aged 27, at present Accounting Assistant with the company;
Mr. B. Bond, aged 23, at present Management Trainee with the company.

5.To review the progress of the company’s recent sales program for its synthetic silk.

6.To consider the possibility of establishing a staff club.

7. Any other businesses

8. Date and place of the next meeting.

Work in groups and discuss the following questions:
1. Who will attend the meeting?
2.Who will chair the meeting?
3. How many things will be covered in this meeting?
4.How long will the meeting last?
5. What documents are necessary for the success of the meeting?
& X 33 FE .
XT:BD20024E 11 2 H
BF 2002 4E 11 A 2 H BT 4 2:30 AL WNEBFHEH SR DOE
1EF 20024 11 A 2 BRI T 2.30 ESNEBANEFSNRNER
2. &R FRIMEER
3. %18 M Ishiboda HLES FIEH B/ FIRRI A XS R R GBR &R IR 2
4 T AR BB & X — BRI B i
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Mr. T.A Grieson,31 ¥ , Bt A B RHMTE RSB S
Mr. B.C Ball,27 % , 3 Neave Brown H R FM & EHEANIAGE
Miss J. Simpson, 27 %/, BU{EA/A 7 M4t
Mr. B. Bond,23 % Bl A A FIRERZINAR

5. HWAR AGLANBEHEHSRER

6. % BT A THEATH RN

7.5 AR

8. T — R BLIK B[] Fith, ==

7 AFIRF

EEREHES T, AL EEBRREZNER. FEARNELE
SESMBSFLU, FTERAETHSF 2T TR #TRSE U XEE BRA
b 4 FER KH S 4209,

The Minutes of a Business Meeting
May 28,2003
Subject: Routine Meeting of the Domestic Sales Team
A meeting was held at 9:30 am today in the Union Hall to discuss problems arising from
domestic sales. '
President:

George Smith ( Chairperson)
Linda Lee (secretary)

Discussion:

The minutes of the previous meeting were accepted without comment. The participants
then proceeded to discuss the following points:

1. Report on Market Survey by Michael Johnson

Mr. Johnson reported back on his investigation into the production problems the company
had been experiencing at the time of the last meeting. He reported that these had now

been completely overcome,and stated that production was now back at its expected level.
.7 -



Mr. Bush then asked Mr. Johnson to outline his findings briefly. Mr. Johnson said that he
had found that synthetic materials were used in 80% of all sports shoes produced in this
area. He explained that some 60% of all sports shoes were manufactured from PVC, and
that PVC was cheaper and easier to screen print and color.

Mr. Johnson also said that although only 6.8% of sports shoes were made from APC at pr-
esent, many manufacturers would be quite willing to pay a higher price for a better quality
product. He also expressed the opinion that, in the current economic climate, many manu-
facturers might be willing to stock higher quality goods in order to break out of the vicious
circle of low quality, low profit margin sales.

Mr. Johnson acknowledged that further research was necessary, and offered to undertake
this research. It was agreed that once it was clear that the market for APC existed, approv-
al could be sought for a major move over to its production.

2. Any Other Business

Mr. Anderson reported that the local fire officer would have an inspection prior to the re-
newal of the Safety License.

Resolved: that Mr. David McGovern with the help of the secretary would see to it that
everything is up to the requirement.

3.Date of Next Meeting

There being other business, the next meeting was provisionally arranged for Friday,June 2.
The meeting adjourned at 12:00 am.

Signed:

4444994444 5454 45344 343444433948

New Words
Routine Meeting 4
domestic adj. EHK
arise from &2F, B F
previous adj. FERTH, 56K
participants n. 5%
proceed v. 44k
survey n. &v. WA




investigation n. {##f

synthetic adj. S BH, AEKN, KA
acknowledge v. 7&Kk

margin n. Fi§

vicious circle B IEI

prior to 7E-+++-8i

renewal n. BEH LEME

provisionally adv. B #1, AT

Notes to the Text 3R

1.The minutes of the previous meeting were accepted without comment. 4] §“ without
comment” & TARZILFE " HEE, 287 BER .l LRSNER,”

2.Mr. Johnson reported back on his investigation into the production problems the compa-
ny had been experiencing at the time of the last meeting. 45 4 “back” &% “ [E 8" &
“ERTER. SAREN . ABBeERE TN ERSTOHEIRE H A R TR B R
= Y 10 18: 07

3. ...many manufacturers might be willing to stock higher quality goods in order to break
out of the vicious circle of low quality, low profit margin sales. ] ) “stock” %78 “f8
R, gl 2 &, “break out of R R “BEME R, RAAT R FEE
P RER ST R A R SRR E AR, DERUC R R R R RIE
EAETEER”

4.1t was agreed that once it was clear that the market for APC existed, approval could be
sought for a major move over to its production. ] 7 #J“It was agreed that” Jy#3hiE
A, FROCKEE" AR, “approval could be sought” B BR“ERXRIWEREKE
PMRFE—BAE", 2ATEEN LUFAE,—BIESE APC T H#LAFE, TUMEKX
HUAS A 7= b Bt o

Translate the Useful Expression of Business Meeting

LARFERIAABESE - SNEBF - RET T—-ENFHHUH RN



2. REHLE B IRER AR S ARREFG?

3. AN ER S BT R

4. 2URNER R EE RS HE",

5. &WERE, RITWAH T B —HRM—T EAR?

6. BUE , RATA DM B £ RE—PMIEF .

7. MR AR EH AL B I B U, B ST RATEE
8. BATHEMIRIE— T X MERERFG?

9. fRIAIX AN R ERILE 4R?

10. B BV Set RO #E, AR A RE R 21

1. AR, FERIREHER, 87

12. 308 iE R4 EHE T — I,

13. 5 %, HRIF AR —RBIIR

14. BATHBRHSEST—TETEE

15. E FELWBIF U, RITEFNFE 2,

16. IR EA B EE, RUCHR IO BB E TR RR R
17. MIEBRNF TS I B R BE — T

18. BB AL, SN BIER T o

Key:

Listening A 1.v 2.V 3.v 4.V B.x 6.x 7.V 8.V

ListeningB 1.B 2.C 3.A 4.C 5.B

.10 -



Unit Two Corporate Cuilture

In business corporate culture serves as a guidepost. Effective working envir-
onment can create good teamwork and high efficiency. This unit deals with the
definition of corporate culture and give examples how to achieve quality corpo-
rate culture so as to motivate people to work for the company. goals.

A AL RS E B BT o A A LA & G RAFH) F BARE A 3R
BACR ., ABITRIE A A E LR AR T kSR S S B, T
VB A THOBUR A, S HUA AT ELAR T AR o '

W HiIfh3t

A. Listen to the passage and choose the best answer for each question.
ot FXRAIFREKESE,

49999954934393334313343934 3195443

New Words
corporate culture fMk 304k, 24 T SCH
gaidepost n. BEHF
encompass v. f3E, 3%
marketplace n. 37
bureaucracy n. B, BHEILA
empower v. A%, fEREE
nurture v. 35
slogan n. 05
press release n. ¥ B R
dissatisfaction 7. AN
a sense of stability 5%
well-defined adj. PIHHEI




