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Unit One Biisiness 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.

B Rx

A. Listen to the recording and tick -/ the points in this list that the speakers
make.
Vv
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

Good Year
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sales figure .
inquiry 7.

branch out v.
cost effective adj .
overheads n .
premises 7 .
better off adj.
disastrous adj .
upgrade v.

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 tyres.

6. Alex strongly objects to the idea of increasing the number 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.



T I I I IITIIIII IIIY

real estate n .
location 7.
agenda n .
enhance v.
prospect n .
momentum 7 .
brisk adj .
score v.
score points off
chide v.
brusque adj .
gratitude n .
ramble v.

preside over wv.

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 minutes.
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.To be firm in the meeting means



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

C.to have to chide them.

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.

T I I I IITIIIII IIIY

accurate adj.
sloppiness 7 .
omission 7.
minutes 7.

inject v.

succinct adyj .
understandable adj .
spur 7.

layout 7.

presentation 7 .

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

2.0bjective 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.

4.



b.

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.

EECCCOCOECOOCERTEtOR0E0E0R0E0EE

agenda n .
boardroom 7 .

arise v.

quotation 7 .

weave v .
application 7 .

post n .

assistant accountant
as follows

Trade Promotion Council
finance controller
accounting assistant
personal assistant
synthetic adj .

silk n.




Ref BD/11.2/02
Agenda for the meeting of the Board of Directors to be held in the Board Room at 2 30
P.M. on Thursday 2nd November 2002

1.

o 3 o O

Minutes of the meeting of the Board of Directors held in the Board Room at 2 30 P. M.
on Thursday 2nd November 2002 .
. Matters arising from the minutes.
. To consider the quotation received from Ishiboda Machine Tools Ltd. for the supply of
textile weaving equipment.
.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 .
.To review the progress of the company’ s recent sales program for its synthetic silk.
.To consider the possibility of establishing a staff club.
.Any other businesses

.Date and place of the next meeting.

Work in groups and discuss the following questions

. Who will attend the meeting

. Who will chair the meeting

.How many things will be covered in this meeting
.How long will the meeting last

. What documents are necessary for the success of the meeting

BD 2002 11 2
2002 11 2 2 30
2002 11 2 2 30

Ishiboda



Mr. T.A Grieson 31

Mr. B.C Ball 27 Neave Brown
Miss J. Simpson 27

Mr. B. Bond 23

5.
6.
7.
8.

May 28 2003

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

T I I I I I I I I I Y

Routine Meeting
domestic adj .
arise from
previous adj .
participants 7 .
proceed v.

survey n. &v.




investigation 7 .
synthetic adj .
acknowledge v .
margin 7 .
vicious circle
prior to
renewal n .

provisionally adv .

1. The minutes of the previous meeting were accepted without comment. without

“ ” “ ”

comment”
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. “ back” “ ”

1 ” “

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”

” “ ” “ break Out Ofl “ ” “

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. It was agreed that”

i“ ” “

* approval could be sought”
” APC
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Unit Two Corporate Cultuire

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.

BifRx

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

T I I I T I T I T Y

corporate culture
guidepost 7 .
encompass v .
marketplace 7.
bureaucracy n .
empower v .
nurture v.
slogan n .

press release 7.
dissatisfaction # .
a sense of stability

well-defined adj .
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1.Corporate culture
A.is the organization climate
B.is an informal term
C. can feel where the place is
2. Corporate culture encompasses everything except
A. the organization' s internal environment
B.its day-to-day routines
C. the solutions to problems
3. What is General Electric doing in terms of corporate culture
A.Tt is working hard to create an environment in which employees can connect their
daily work with their winning in the market.
B.1It is discouraging questioning of any kind.
C.It is changing the old bureaucracy into a closed culture.
4. Which of the following statement is NOT true according to the passage
A. General Electric is working hard to change its closed culture into an open empow-
ering atmosphere.
B. The open and empowering atmosphere can’ t nurture creativity and challenge.
C. It needs years of education and conditioning to create an open and empowering at-
mosphere.
5. An organization is more likely to be successful
A.if the owner of the company understands the corporate culture
B.if the owner of the company has an extremely powerful tool
C.if the owner of the company can provide a sense of stability
Listen to the interview with Art Fry a 3M corporate scientist. Answer the follow-
ing questions.
sM
1 What are Post-it Notes
2 How did Fry come up with the idea
3 Tell us something about 3M policy in your own words.
4 How did Post-it Notes enter the market
5 How did Fry feel as the corporate scientist in 3M

12 -
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renowned ady .
decentralized adj .
intropreneurship 7 .
epitomize v .

with ease

choir n.

scrap n.

hymnal .

Campbell Soup Campbell

1. Johnson has received messages from several regional managers asking his advice on
how to solve various and sundry problems few of which bear any similarity from
one geographic division to another. One division wants to use a different advertising
agency another wants to use new quality-control methods and still another wants
to develop new vacation policies. Johnson has asked for your suggestions.
a.Because the problem is so varied you believe Johnson should handle each other

on an individual basis. This is the only way to make sure the problem-solving is
uniform.
b.Because the problems are so varied you believe Johnson should leave such deci-

sions to the regional offices. You suggest using teams made up of people within
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