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Foreword
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This is a very special book because it looks at many different aspect of Business Management
from a practical and real life point of view. It deals with realistic situations that occur in all walks
of business and raises management issues that do happen.

The purpose of the book is to provide a perspective on Business Management that may help
commerce students at University, graduates who are starting their careers in the business
world and any person seeking to improve their knowledge of management issues. Because
the situations depicted in this book are real, and based on actual experience of the author,
the book may prove to be a useful reference for people seeking ideas, advice and guidance.
The book may also serve as a means for improving the reader’s ability in Business English,
particularly, in the conversational use of the language and the comprehension of modern
colloquial English. Apart from the fact that Business English focuses on its subject and uses
some special terminology, its purpose is to communicate ideas, thoughts or instructions in
a way that is clearly understood. Communication is the goal of every language and, if this
book helps achieve that in the world of business, it will have served its purpose.

The subjects have been carefully selected to cover a broad range of current situations
and the exercises are intentionally written to encourage the reader to think “outside of
the square.”

It is hoped the reader will get a feel for the dialogue because, it has been written as
realistically as possible to represent the way people might discuss the topics.

The dialogue contains a liberal sample of idiomatic expressions that are natural and
commonly used in a business situation.

English idioms can create problems for learners both, in understanding their meaning and
trying to use idioms correctly. Until the learner becomes fully conversant, and comfortable,
with the way idioms are used, it is best to avoid their use.

The dialogue has allowed the occasional use of a few mild English swear words. Some
native speakers tend to use swear words as a normal part of their speech and, although the
use of such words are unnecessary, the student does need to be aware of how they are used.
I wish to acknowledge the encouragement, and assistance, provided by my publisher Cai Qing

and to thank Li Ping for her services in providing the translation.

Graham L. Paterson
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1. Making Plans

outline 44 come up with an outline ## H#4%

short cut $#4, ITH take shortcuts EHER, ICE

awareness & A be built into the plan Z4 A itX

procedure B2/, fhE awareness has to become second nature 4445 {i ¥ R B [
assume F8 24 AR\ K rely on procedures {& i e

priority H AL, PLIEAL a pretty good outline A5 HIHR 4

emphasise 55 sort out the priorities F¢i5 B2 HLE &

important F3E[) a Catch-22 problem Yt ] i

proper i 24 not much point & XAk

couple it to a training program Az & LLKE )| B

1. That's a bit of a Catch-22 problem. X284 ¥R A 8],

2. Let’s start with the main items first. SE M\ EEZRFIKAIE,

3. Let's couple that to a training program. B E.& N A9,

4. It's a pretty good outline for the Safety Plan. XN REHREERRN.
5. Make sure proper safety equipment is supplied. F{RiR {#1iE Y4 L&’

6. Safety awareness has to become second nature. A HUEAMIHR LB IRRFEE,

7. Too many people in the workshop take short cuts. Z= 8] 2 A % A #3DIEEET .

8. Focus on improving safety awareness in the company. {EE SR EAS R IAZERIR L,
9. Education is something that has to be built into the plan. A IEEIIPHANETRE.

10. The plan needs to have provision for regular safety meetings.

BN EREFERBEARESWUHNHAE.

11. They're more interested in getting the job done than in doing it safely.
AU FEXOERESMARL L[,
12. We shouldn't rely on procedures and assume everyone will follow them.

BNARZKBES, BURMIAIAABEZETF,
13. The plan must include ways to make workers aware of safety procedures.
ERMABHEILRATTBREHERE.
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14. We need to sort out priorities and emphasise the most important things first.

BINREFRBRREZR. RFLREENEBREGL.

15. The Safety Manager has asked us to come up with an outline for a Safety Plan.

REZBRBNPHR L ERREN.

A team of 4 people are asked to outline a Safety Plan for the company.

. The Safety Manager has asked us to come up with an outline of a Company Safety
A:
Plan for the workshop.

B:  That’s great because, too many people in the workshop take short cuts.
c: Yeah, I've noticed that too. They seem to be more interested in getting the job done
*  than in doing it safely.

D: Education is something that has to be built into the plan. Safety awareness has to
" become second nature.

. That’s true. So, the plan will have to include ways to make the workers aware of
A:
the safety procedures.

B: Yes, but we shouldn’t rely on procedures and assume everyone is going to follow
| them.

c: The plan needs to have provision for regular safety meetings for each Section of
' the workshop.

D: My last company had, what they called, Toolbox Meetings. It was a regular weekly
" meeting of all the people in the Section.

A: What happened at the meetings?

D: Usually, it was run by the foreman of the section but the Safety Manager, and
" sometimes, the General Manager attended.

U —MIANEER A AHERS ERIEN

REGEERNME AT EEMNRLERIEN,

W, EEREREAZABRIDEET.

=W, BHRAT. MM FEXCERESTIERSEE,
NZBBINANER. BAEAMNORLEIRREE,

2. i, FRLACFILATTRRSEE.

X, BRBEMOFEREER, BURBINYAABPL KM,
EREERRAEEENIIEHBARLSWNAE.
BEROATE—1E, Ml "R . BHIFERASEAFASMAHIL,
=Bt amk?
BRSWARRSLEZIIMIBIIANS TS, FHREAZEOSSM,

SFrDO9 R O

3l
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The team is changing a plan.
OK. We’ve come up with a pretty good outline for the Safety Plan. Let’s review it
and see if we need to make any changes.

I think we need to sort out the priorities and emphasise the most important things
first.

What do you mean? To make sure all the proper safety equipment is supplied as
the priority?
Or focusing on improving safety awareness in the company?

That’s a bit of a Catch-22 problem, isn’t it? There not much point in supplying
equipment if people aren’t aware of the need to use it and, being aware is pointless,
if there’s no equipment to use!

OK. Let’s start with the main items first. For example, the plan calls for Fire
Extinguishers to be installed. Let’s start with that and couple it to a training
program.

The next item could be about using personal protection such as gloves and eye
protection.

I think we should get started on Toolbox Meetings as a priority.

Certainly, some of the personal protection gear can be introduced fairly early in the

~piece because that doesn’t involve any training.

I think that would be a good start for a program because it would create awareness
straight away.

BB\ RIS ETE

L BNEZRE T M T HENRLERRY. AEFAR—T. EEFABEXE.
BEZFAEREZR, RACREZNEEREEA.
HRBRRER, ERREHELUNRLSREREG LD

FERLEABERSADIRIMNRERIRLE?

RTHERBROEE, 2, MRAMVREEARSRBHEIR, BERSEHER
FHABX: BRORZERERN, BMEANERERIRIGESE.

Wi, BEMEBRFRIKELE, b, ERERZERAE, ARMXILFHRE, XK
HE AR AR,

—HRNERXTEANMABPRE, BINFENRERHPEE.

BINARZERETURT HER.

R AEDPABPRETURE S, AATBERIIREER.

BINNBHSIZIMBANNRERER, EORFHTH.
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A Vocabulary Drill {fiCiEZ%S
1. Too many workers aren’t aware of safety

2. The company wants a safety plan for the fispdtlity shor e

teamwork  workshop
weel -*ﬂ!:, "~ achie ,e'dj
open-minded Education
procedures  priorities

3. The plan should include safety meetings.

4. Many workers take when it comes to safety.

5. Developing a workable plan requires -

6. Forward planning is best through a team effort.

7. Every plan needs some built-in 2

8. is an essential part of any safety plan.

9. Getting the right is an important part of planning.
10. Team members should be when developing a plan.

B Reading Practice [i%4:3]

Making plans always involves something that will happen in the future. Because the future is an
unknown quantity, no one person ever has a certain knowledge of what will happen and that is why
forward planning is best done as a team effort.

The purpose of making any plan is to achieve an objective and it is important everyone on the
team understands that objective. Planning will usually involve a time frame for developing the plan
and achieving the objective.

For a group of people to work as an effective team they need to cooperate with one another and
be open-minded in listening to ideas. Very few plans ever go exactly as anticipated, hence, good
planning has a built-in flexibility that can adapt to changes but still achieve the objective.

Another important factor in teamwork is having a good leader who does not dominate the team but
encourages each member to play their part. A good way to do that is to start with a “brainstorming” session
to sound out new ideas, new approaches and innovative thinking.

Answer the questions below.

1. What is the purpose of making a plan?

2. What is essential in making an effective team effort?

3. What is expected to be achieved from a “brainstorming” session?

C Presentation i®iff%;>] - Make a list of 4 things that need to be done in your classroom should
a fire start in the building and explain these to your class.

D Role Play ffaifi®
Student A: You are the Company’s Safety Officer.

Student B: You are a Company Manager.

Example questions:

1. Will you please address all the staff and tell them about our safety planning?
2. What do you want me to say?

E Discussion i
1. What personal characteristics are necessary to make an effective team?
2. How would you plan and set up a “brainstorming” session?

5H
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2. Sudden Events
HBA&E

power Hi, lose the power {5 Hi,

shut down {# (HLfix) 4L in the middle of a job T{EiE{THR

involve Z1 be all out #ME1E THET

switchboard fg HL % a real bugger #E7p

automatic save H h{RF used to do that DLRiAIX 2 81

circuit breaker Hi,[i] install 223

long term K37t the best way to handle that H4Ff%} 5 :
generator % HLHL the only way to cover that ME— Ry fiRHh i
immediately 37B, 5 E a two pronged approach 45 A HIFh ik

1. Let's know what you find. fR&ZIH4 TR EFEA].

2. Maybe, we need a two pronged approach. thiFBR{IRELEERMIE.

3. That would take too long and be very expensive. XE# #R L i B F & .

4. How could this happen in the middle of the day? F B ASREXTE,?

5. The power, lights and air conditioning are all out. {6887 , BATHSIFHATLET .

6. Check the phones and see if they are still working. Z— T EBIEFEEEREA.

7. We need to make it a rule to backup data on the computer.
BINBESEA X &M REENAE.

8. My computer shut down while | was in the middle of a job.
B IR —FBREMXILT .

9. It wasn't set up that way after the computers were upgraded.
BRARZ XA HITEFNRE.

10. It doesn'’t solve the problem of the computers shutting down.
XEERH BRI B XA A B,

11. The Building Manager says the whole building has gone down.
BELENEEEBERT,

12. You phone the Building Manager and I'll check the switchboard.
RITRIRARELE, RE—TEEE.
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13. A UPS with each computer would give us time to save our work.
56 8RN L — N8 W R T I8 TRATR T S 1 ]

14. The best way to handle that is to install a UPS unit for each computer.
RFNBRMERREEBRRE— R MaEA,

15. It's important we don’t lose information if there’s another power outage.

RRBEERNTEAEREREEN.

Three people discuss a problem in the office.

What’s happened? We've lost the power.

My computer shut down while I was in the middle of a job.

Check the phones and see if they are still working.

How could this happen? It’s in the middle of the day.

The phones are OK. It’s the power and lights, and the air conditioning. They’re all out.
Check with the Building Manager and see if it involves the whole building.

OK. You phone them and I’ll check our switchboard.

Alright. Let’s know what you find.

This is a real bugger. I've lost everything I was working on.

You should have the computer on automatic save every 5 minutes or so.

- We used to do that but I didn’t set it up after the computers were upgraded.

QRO 8 0 208 20 0.»

The Building Manager says the whole building has gone down.

m ATENAEHE 8

BA4BE,? RBT,

BIERIE — 4Bk X7,
E-THIEEELERER.

BASXHR, fErhiEs,

BIEREE, RESEE, NFART, TESE, BFITHT.
B —THEZLEE, FEEFREEEEXAE,

%, REGMIITERIE, RET—TRES.

HH. RRIAMATREFRN.
XTHDT ., BRIRERNERSET.

TR Z BTN iZIC B iR B M50 £ A B ah R HE R,
BROMUATEXEHEE ., FAIERABEHEERE,
BERAE N EERERESR T,

PP 0RO OA P oD
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The Manager asks a team of 3 people to recommend how to deal with future power

outages.

A:

£ 90 B

Seeing the problem doesn’t concern just our office, but the whole building, I think
the owners of the building should install an emergency generator.

That would take too long and would cost a lot of money.

That may be OK for the long term but it still wouldn’t solve the problem of the
computers shutting down.

That’s right. The best way to handle that is to install a UPS unit for each computer.
But that just covers the computers. What about the lights and the air conditioning?

Yeah, I guess an emergency generator would be the only way to cover that.

But, it still takes time for that sort of generator to cut in and the computers would
still shut down.

Maybe we need a two pronged approach. If we have a UPS for each computer,
they cut in immediately and would give us time to save our work and shut down.

That’s right and it’s pretty important we don’t lose information or waste time
having to redo everything.

I think we may need to bring in some rules about backing up the data on the
computers as well.

I think that should be done.

As for the other problems, it depends on how long the power is out.

S Rk kSRS, S2BE—N= ARRHE.

A.

I O W Qi

o P W0

BREXNEBEARARESBRNNHAE, BIEBZEWT . BIAAKENREENZRE
—aANARBE.

RENRBRBIERERA, WBEARDE.

M RERSF, BRIIARH BR BRRHIE XA A9 [E-.

ZW, REFNBANERGECERRE— P NEMERA.
ERMBHERBRT BROEE, BTNSFEEL?

N, BERENARBYA ERBAAENRE.

TR, XMREVNREOEERNE, MEERIEEBRX.
HLFRNB\ELERANE. IRSCEREBFTFAIHER. REENEMNSILH
B, ma T BRNRFXAMXYLAIE [,

X, WRESARELR. FRARBRNEERHAIEIERRERMN.

BN EBEFERT X SN EREEHOAE.

BINAXRDEN.

XTHMHOEE, BRRTEEEAT.
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A Vocabulary Drill RAiCIEZE%S

1. Sudden events can cause a lot of ¢ ;
determine  inconvenience

2. Good relies on cooperation. : ;
consider emergency

3. Companies have a set of emergency procedures.
4. After fixing an , plan how to prevent a recurrence.
5. Emergency planning is done as a team effort.

without
Establish usually

6. Sudden events can occur any warning. S

7. The first response is to the seriousness of the event.

8. the facts before deciding what to do.

9. Make sure no one is

10. A team needs to their options in an emergency.

B Reading Practice [Fi%4:3

Sudden events can occur at any time and in any situation. They can be serious or trivial but, in an
office environment, they will often cause inconvenience and affect a number of people.

If the event is serious, people need to act as a team and take the appropriate steps to try and fix the
problem. A good working team relies on cooperation of its members but it also requires a leader to keep
everyone focused on the task. The first action when a sudden and unexpected event occurs is to establish
the facts. How serious is it, where has it happened, who does it involve and what needs to be checked.

In the case of emergencies, many organisations have a set of established procedures to cover such
events. Those procedures are normally determined as a result of a team effort involving the particular
group of people concerned. If an unusual event does occur, it immediately raises the question of what
actions need to be taken in case it reoccurs. Again, finding a solution to minimise, or prevent, the
event happening again is best done through a team effort.

Usually, there is never any one single solution hence, a team should be asked to provide a list of
options and make their recommendations.

Answer the questions below.

1. What needs to be done after an unexpected event has been resolved?

2. Name three things that need to be done first when an emergency occurs?
3. What is the best way to work out how to prevent a recurrence of an event?

C Presentation ®i#%:3 — Make a list of the emergency events that could occur at your home
town or where you are now and then give an oral presentation to the class.

D Role Play ffa#i&

Student A: You are the Office Supervisor.
Student B: You are an employee reporting a fire.
Example questions:

1. Where is the fire?

2. Has anybody been hurt?

_E Discussion i
1. What actions need to be taken if an office loses power?
2. Discuss what procedures you would follow in the event of a fire.

om



