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The Meeting

Pocket Readers Overview

The 10-book business reader series tells
the story of your first year working in

ABC Convenience Stores.
looks at skills and strategies fo
successful in intervie e firs
on the job, giving atiQug? taking
part in meetj riting emails,
entertaining b clients, going
overseas O aling with office
conflict, lau ew products, and

mentor



The Meeting

1. The Beginning

2. Unsuccessful:
- Nightmares about the Me

3. Successful:
- The Real Meetingh, W =77
4. Language RQCOR&Wasks ...




The Meeting
1. The Beginning

The story begins with you. Last
month, you started work jm the
product marketing d
of ABC Convenience Store
week, you are goin tend, Your
first business m aim of
the business is to discuss

Convenience Stores. On
f this month, you will be-
gi ell ten of their most popular
sandwiches in your stores.

There will be four participants at
the meeting:



1. The Beginning

1. You

2. M. Igarashi, who is in charge of
partner marketing for ABC Conve-
nience Stores

3. Sally Harrison, the qgles maRg8er
of Underground S i d,

4. John Turn e marketing
manager nd Sandwiches.

deputy director of

Cofivenience Stores cannot at-
t eeting. They will be out
of country on business trips.

They really liked your presentation
last week (See Book 3). Therefore, they
have asked you to chair the meet-
ing. They also want you to report
the results of the meeting to them.



The Meeting

Today is Friday afternoon. The
business meeting will be held next
Wednesday morning. You spend
time making an agenda. Youpwrite
a list. You list the importdQt #€m

that the participants nged to S

send the agenda §

ticipants of th

S



1. The Beginning

AGENDA

Meeting: Partnership deal: ABC Conve-
nience Stores and Underground
Sandwiches

Date: Wednesday May 5

Time: 10:00aM to 11:00am

Room:

Attendees:

Items:

- Underground Sandwiches poster
- ABC campaign

3. Problems with delivery

— Shrimp and avocado

o Other business




The Meeting

You are worried about the meet-
ing. This is your first time to be the
chairperson in a meeting. Friday
night comes and you go to b

er to the business megting.
ery night you dre ut j# You
dream about th ess Meeting.
However, each\dgea® is more like a
nightmar h ightmares, you
make @dgt offistakes. You wake up
ever , open your eyes, and

el en, you think, “Phew! It
was jugf a dream!” However, you be-
gin to feel more and more nervous
about the business meeting.



2. Unsuccessful

2. The Nightmares: An
Unsuccessful Business Meeting

2.1 Nightmare 1: No Agengda

You dream it is Wednesdayagfior

ing. The meeting will start n.
You switch on yg . You
want to print f the agenda
for today’s me . Bgt, you cannot

find it.
“I wr nda last Friday;,” you
urself. “T emailed it to ev-
od¥. Where is it?”

0
0
You search your computer. There is

no agenda.

“Nooooo!” you cry. “Where is it?
Where’s the agenda?”
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The Meeting

You search again. You still cannot
find it. You run over to ask Ms. Ig-
arashi. “Excuse me, did you get a
copy of the agenda for today’sgneet-
ing? I emailed it to you o
you say.

“No,” she said. ° M. Do

you have one%{

. Yes, no. Just a

@" ack to your desk. “Okay, I
ha e to make an agenda,” you

think. You sit down and start typing
on your computer. But then, Sally
Harrison and John Turnbull arrive.
Ms. Igarashi greets then. She looks
at you. She wants you to hurry and



2. Unsuccessful

come over. You stand up from your
computer and walk over. You greet
them.

“Okay, this way to the ghegping

»

room.” Ms. Igarashi says.

You look back r puter,
but it is too la ask Sally Har-
rison and John I, “Did you

t'on Friday with
day’s meeting?”

% , Sally says.

‘No, nothing,” John says. “You have
an agenda for us today, right?”

“Err..., not really!” you say.

“Oh!” John replies.

11
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The Meeting

4. Language Focus and Tasks
4.1 Vocabulary #1
Read the following senteng€s. What
do you think the words 1Hgb

mean?

1. Next wee are going to
attend youyy fir 1Ress meeting.

% will be four participants in

the business meeting.
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The Meeting

4.2 Vocabulary #2

Read the definitions to the words in

Task 4.1. Did you guess the m
of the words correctly?

Attend:

(Verb) To 0 somethi

Chair /

Participants:

irpers

eople who take part
ing (for example - a

/ Noun) To lead or to
e in charge of a meeting /
The person who leads or is in
charge of a meeting.

genda: (Noun) A list of topics or
issues to be discussed at the
meeting.

Items: (Noun) The topics that are

listed on the agenda to be
discussed at the meeting (Item
1, Item 2, Item 3 and so on).
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The Meeting

4.3 Useful Language
1. Starting a Meeting
Okay, shall we begin?
2. Explaining the Purpose t

Meeting y
Good morning & e. ¥he pur-

pose of today’siigedng is to discuss
the partnegship Mittle further.

3. Talkimg a e Minutes of the
Previo ing

e minutes of last month’s
megtis. Do you have anything
youd like to add?

This is our first meeting together, so
there are no minutes of the previous
meeting.
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The Meeting

4.4 Reflection Questions

1. What did the new employee at ABC
Convenience Stores dream about doing
wrong in the business meetipg¢ What
nightmares did the new oy
have?

2. How did thg n mployee chair
the business m&ctngQWhy was the
business m cCessful?

3 Jalk rietnd. What other things
0 pen to make a business
megting unsuccessful?

4. Talk to a friend? What other things
could you do to make a business meet-
ing successful?
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The Meeting
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All rights reserved. No part of this publication may be reproduced,
stored in a retrieval system, or transmitted in any form, or by any
means, electronic, mechanical, photocopying, recording or otherwise,
without the prior written permission of the publisher.

This is a work of fiction. Names, characters, businesses, places,
events, locales, and incidents are either the products of the author’s
imagination or used in a fictitious manner. Any resemblance to actual
persons, living or dead, or actual events is purely coincidental.





