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T : “Great! And do you understand the conversation ? Why?
SS: “No, I don’t understand, it’s very fast .”
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How do you know?”
S1 : “I think 4, 1 woman and 3 men because there are different
voices.”
S2 : “I think 5, 1 woman and 4 men...”
S3 : “I think 4 the same as S1 because someone was sick”
T :“That’s good. Let’s listen again.”
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Listening
Right. Shell we start? The aim of this meeting is to discuss our new
project. So, let’s look at the first item of the agenda. As you know, the
company has produced the new sport wears. In this meeting we must try
to find new ideas to launch these products. So what are your views, Joy?

Would you like to start?
4

Well, in my opinion the most effective way is to advertise on TV. Most people
watch TV, right?
I’'m afraid I can’t agree with that. We don’t have the budget for it. TV commercial

is too expensive.

I agree. I think we can visit sport stores and ask them to have window display for
our products.
That’s a good idea. That can save our budget for advertising. We can have our
sales reps to do so. Any more suggestions, Suwat?
Why don’t we give the customers our promotional gifts, like for the purchase of
500 and over. People always like free gifts? Don’t you agree?
You may be right, but the gifts need to be special and that’s expensive too.
I’'m not sure about that. I think we need to do some research on that. Any more
ideas?
Yes, you’re right. Shall we built a website on the Internet to advertise our new
products. We could attract people from all over the world to our website.
That’s exactly what I think. To sum up, we’ll visit the stores, give promotional
gifts and advertise on a website.
Do we all agree, then?

Absolutely.

That’s fine. Now, let’s move on our next topic in the agenda. ..
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Shell we start? vaisuamsszagy
Let’s begin the meeting, shell we? ‘U’ﬂﬁmﬂﬂmiﬂizﬂgu

Let’s open the meeting. vaisulamsszauy
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Well, in my opinion...

I agree, I think we
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® Well, ladies and gentlemen, I think we should begin.
® Iet’s begin, shall we?
® I et’s get going to business, shall we?
® If we are all here, shall we start?
® tis timeﬂ to start our meeting.
mstuzangidns sz
® First of all, I like to introduce....
® First of all, let me introduce....
® Would you like to say a few words about yourselves?
Sagilszasnveamsnlszyy
® The purpose of this meeting is, first, to... and secondly to... .
® The main objective of our meeting is... .
® We are here today to consider... .
® [’ve called this meeting first to..., secondly to... .
® I'dlike to make several points, firstly... .
® 'd like to begin by (v.1+ing)

I3 ¢ ot (v
ﬂ'liﬂTﬁuﬂﬂ{]!ﬂm"n!ﬁﬂ?ﬂ‘Uﬂ]iﬂi%‘lf}l

® (Can we have agreement on the ground rules? I propose the following:
® Since we have a lot to cover through this morning, I suggest ...
°

I think we will spend about... minutes for item..., ...minutes for item
® (Can we now agree on the overall procedure?
a oy o1
msnmmgmsxmsﬂs:&gu
® Now let’s move onto the first item.
® Iet’s look at the first point.
® (Can we go onnow to...?

® Could we move onto item 4 on the agenda?
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What do you think about..., Paul?
Would you like to suggest anything, Grance?
Anything to add, Peter?

Would you like to comment here?

Y Y \ :
MIvBINERANANIH

(I’m) sorry. I didn’t hear what you said. Would you mind repeating it, please?

(I’'m) sorry. I didn’t quite catch what you’ve just said. Would you please say it again?
(

I’m not sure I follow you. Am I right in saying that...?

(I’m) sorry. I don’t quite follow you. Could you go over that again,please?

4 dud
agiliseandeunn

So, to summarize what has been said ao far... .

What we’ve discussed so far is... .

MSUTAINNHUAAIRY

Tunsainag 11
I think that... .

The way I see it is that... .

Tunsandgslsianusdanniin

It seem to me that... .

I’m inclined to think that... .

4 v o a 1 914'!
MIRUIUNUANNAAUTTHYDINDU

I quite agree (with...).
I agree.

I think you’re right.
That’s right.

’

' o k% o a 3 y‘ﬂ'
ms"l‘umumnn‘ummﬂﬂmummgau

That’s out of the question.
I don’t agree (with...).
I think you’re wrong.

I disagree (with...).
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® ]t seems to me that the drop in sale does not result from the lack of promotion

campaign.
G4 v [ a 4 yd'

MIUHUIYNUVAN AN UUDIHDU
® ] quite agree with John’s suggestion.

LG % [ a 3 514’1
fnillil!ﬁﬂﬂ')ﬂﬂﬂﬂ'ﬂﬂﬂﬂﬁ‘lu‘ﬂi’)\iﬁﬂu
® [ disagrge with what you’ve just proposed.

A« a

ﬂ]iﬁ@ﬂﬂ1uﬂ31uﬂﬂlﬁuﬂlﬂﬂ‘ﬂﬂiz‘l§ﬂ
® Has anybody any comments to make?
® What’s the meeting’s opinion on that?
®  How do you think we should do this?
® Any suggestions?
Uszloane iz e ldn Wudyatladszyudmiomsdseygunbidhmamsiin
® That seems to be everything.
® That just about covers everything.
® [ guess that wraps things up for today.
If nobody has anything to add, then we can draw the meeting to close.

® If nobody has anything to add, then I think we can end the meeting at this point.

® That’s all for today.

v A lﬂ' v = L) s o & v a b Y
mnmmiammwmimmmmum@mlﬂuﬂmqﬂmsﬂixqu‘hnau ﬂ‘5$511!91%51101ﬂ1l
mstaeumsilszyueenlyl
® ] suggest we adjourn.
® ] et’s adjourn this meeting.
® Iet’s meet again(to discuss the rest or matters) on... at...

A v vooaA vy 1
uazdszsrumsdszgaazlylemaiinanvevaalunnusivievesdiinsmilszgunn
AU
® Thank you everybody.
® [’d like to thank everybody for...

® Thank you for your participation.
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: The aim
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: Well, in my opinion the most effective way is

: I agree with

Tuaun 2

4 “ a
509 mswsulszlenauninmsdszgumagsne

: Shall we start?

...............................................................................................
...........................................................................................
........................................................................................
............................................................................................
........................................................................................
..................................................................................

B e || RN e S S o BT ——— 1L e 2

: Absolutely.
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: Shall we start?

: The aim of this meeting is to discuss our new product.
: Would you like to start?

: Shall we build a website on the internet.

: I’'m afraid I c:m’t agree with that.

: Why don’t we give the customers our promotion gifts.

We need to do some research on that.

Well, in my opinion the most effective way is to advertise on TV.

: Tagree with John’s suggestion.
: Any more suggestions?

: I think we can visit sport stores.
: That’s exactly what I think.

: To sum up, we will visit the stores.

: Do we all agree then?

: Absolutely.
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Right. Shell we ............. ? The aim of this ..................... is to discuss our new
project. So, let’s look at the first ........ of the agenda. In this meeting we must try

to find new ideas to launch these products. So Would NOUE. cx 1.1 to start?

Well, inmy ............. the most effective way is to advertise on TV. Most people
watch TV, right?

I'm ‘afraid I can’t ........... with that. We don’t have the budget for it. TV commercial
is too expensive.

I......... I'think we can visit sport stores and ask them to have window display for
our products.

That’s a good idea. That can save our ............... for advertising.

Why don’t we give the customers our promotional gifts. People always like free

gifts? Don’t you ............. ?
Youmaybe........... , but the gifts need to be special and that’s expensive too.
I’'m not sure about that. I think we need to do some ............ on that.
Yes, you’re right. Shall we ........ a website on the Internet to advertise our new
products.
That’s ............ what I think. To sum up, we’ll visit the stores, give promotional

gifts and advertise on a website.
Doweall ......... , then?
Absolutely.

That’s fine. Now, let’s ........... on our next topic in the agenda...
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Right. Shell we start? The aim of this meeting is to discuss our new
project. So, let’s look at the first item of the agenda. In this meeting we must try
to find new ideas to launch these products. So Would you like to start?
Well, in my opinion the most effective way is to advertise on TV. Most people watch
TV, right?
I’m afraid I can’t agree with that. We don’t have the budget for it. TV commercial is
too expensive.
T'agree. I think we can visit sport stores and ask them to have window display for
our products.
That’s a good idea. ;l"hat. can save our budget for advertising.
Why don’t we give the customers our promotional gifts. People always like free
gifts? Don’t you agree"?
You may be right, but the gifts need to be special and that’s expensive too.
I’'m not sure about that. I think we need to do some research on that.
Yes, you’re right. Shall we built a website on the Internet to advertise our new
products.
That’s exactly what I think. To sum up, we’ll visit the stores, give promotional gifts
and advertise on a website.
Do we all agree, then?

Absolutely.

That’s fine. Now, let’s move on our next topic in the agenda. ..
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meeting agreed chaired

proposal take motion-

an agenda adjourned minutes agree

1. The meeting of Marketing Department are ..................... by Mr.Pipop Pimpun.

2. To make a motion means to put @ .............ceeevvennvnnenn... to a committee.

38 Y. .. is a list of the details of the business to be conducted at a
meeting in the order in which they will be discussed. |

4. Thel .. R, . of a meeting provide a permanent record of the proceedings
at the meeting. .

5. After discussion, it Was ...........coeeieirninnnn. to defer a decision.

(I P ——— can be written and submitted to the chairman before the meeting.

7. Ms. Arunee Damrong, Sales Manager, wanted to hold a

8. Well, I think that we need to have more information before we can come to

a firm decision. Does everyone 7

9. The time’s now nearly 11:30,so the meeting is

10. And we have Ms. Nantida to ............... the minutes, thank you, Ms. Nantida.
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meeting agreed chaired
proposal take motion
an agenda adjourned minutes agree

1. The meeting of Marketing Department are chaired by Mr.Pipop Pimpun.

2. To make a motion means to put a proposal to a committee.

3. An agenda is a list of the details of the business to be conducted at a
meeting in the order in which they will be discussed.

4. The minutes of a meeting provide a permanent record of the proceedings at
the meeting.

5. After discussion, it was agreed to defer a decision.

6. A motion can be written and submitted to the chairman before the meeting.

7. Ms. Arunee Damrong, Sales Manager, wanted to hold a meeting.

8. Well, I think that we need to have more information before we can come to

a firm decision. Does everyone agree?
9. The time’s now nearly 11:30,so the meeting is adjourncd.

10. And we have Ms. Nantida to take the minutes, thank you, Ms. Nantida.
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adjourn
adjournment
agenda
agreement
aim

4
alternative

apologies
apology
approval
budget

chair a meeting
chair / chairperson
meeting
minute

motion

preside / chair
project
proposal
research

solution

@eu(mslyzay)
A L
msdonlal, msngadinsn
=
suiblounszvesmssyay
a a =4 A [
IanuAamumeuny

ylszasd/inguszaad

(adj) Iaen1d, () m3liidensenieaesdansemnnh

a v A a4 A a
apedalagliineninesdune)

&4 v
T YIRNMAN IS YY
nMsvelny, A1ve Iny

< va
ANUHUTDUAY, MOYLA
sz
b T .
nminndlulszsuluilszg
Y o Y
AN
mMatlszagy
TenumMIszyy
Wad./Aowuondelngidnlszgy
Whulsgsu Aumsilszag)
In3ans
a (=]

mstauenNuAaY, Joraue
Y A4y 9
YoyanAuaN

9y
maunilaynn

'



sHad¥1  2000-1204

102

(% L) Sld'
BAUDIVANTIINIBUIN 2

3% MBIBINOYEIND szazaa 2 FIla

¥onuIY Meetings minutes and agenda 3o unumnthinlumsiszgumagsne

J ~ b4
galszaanmsizeu;
(

=~ b4
AIITNMIIYUZ

a :/l 3 g v =
Gluﬂﬁﬂﬁ&"lguﬂ']dﬁiﬂ%nﬂﬂiﬂ wmsmﬂi:ﬂgummnﬂmmmﬂu

9

o w A =1

FeddfemsuansanuAamiuuazlduswamunum
1. waaaumnmnihilumsiulsesumsisspuazmsiiday
falumsilszeuld
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msitlulszsmlumsilszayy (Chairing a Meeting)
ﬂmﬂﬂﬂszﬂgu (Starting a meeting) :
- Shell we start?
AMIOUANUITY (Asking for opinion) :
- So what are your views, Joy?
- Are you with me?
- What do you think about this?
mM3uaIus 1131529 (Taking Part in a Meeting)
MITLAAIANAAY ( sharing a meeting) :
Well, in my opinion the most effective way is to advertise on TV.
msuanInNuAafiiudIonse lifiuda (Agreeing or
disagreeing) :
- I’m afraid I can’t agree with that.
- I agree. 1 think we can visit sport stores and ask them to have
window display for our products.
- That’s a good idea.
- I agree with your idea.

- I partly agree but............... .
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MmN udIsRuANUAATUYBIRUN3 8 13l ( Asking if

the others understand or if they agree with you.) :

- Don’t you agree?
MsdouMNOANNTAIIY
- Would you mind repeating that?

MSVATINIE

- Just a moment, ........... . Can I ask something?

138 1y (Concluding and ending a meeting) :

- Do we all agree, then?

- Well, I think that covers everything.

msauiumsaelunszae 11 (Moving on) :

- That’s fine. Now, let’s move on our next topic in the agenda...

- Let’s move on to the next topic in the agenda.
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T : “Look at these pictures describe them and put them in order.”
S1: “Picture 1 they are talking in the meeting.”

S2: “Picture 2 they are starting in the meeting.”

S3: “Picture 3 they are coming in the meeting.”

2. IiinGSougnin 3 nmdnats uidaneudomn

T : “ What seems to be happening in each picture?”

: “They are in meeting.”

: “ What do qyou think these people are talking in the meeting?”

: “They are talking about new product.”

- ©nn 3 »w

: “Have you even taken part in a meeting?”

v A
v A

Jun 2 Insrzidszaumsed (L)
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I’m afraid I can’t | Just a moment, .... | So what are your
agree with that. Can I ask views, Joy?

something?

Do we all agree, | Would you mind | Shell we start?

then? repeating that?

Well, I think that | I partly agree but | That’s fine. Now,
covers everything. | ............ - let’s move on our
next topic in the

agenda...

Don’t you agree? Are you with me? | That’s a good idea.

nawzmsthaaws 1
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A A v oa v Yo
iFeasIMsvseguninGou lailslasldfyavesnues
T: “ Tell me about the meeting in the D.V.D.”
SS: “They are talking about how to launch the new product.

Someone wants to promotional gifts. Some think about the

Website.”

]
Is)

2. aglinGoudouaglisessmsdszyguinlaflalag

L}

Tdfmavosnauio
T : “What is the conclude of the meeting.”

SS: “They will visit the stores and give promotional gifts and ads

on a website.”
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I’m afraid I can’t agree with that.

Just a moment, ... . Can I ask something?

Do we all agree, then?

Would you mind repeating that?

Well, I think that covers everything.

I partly agree but ............ g

Don’t you agree?

Are you with me?

So what are your views, Joy?

Shell we start?

That’s a good idea.
(s

That’s fine. Now, let’s move on our next

topic in the agenda... -
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Peter :

Joy

Suwat :

Peter :

Joy

Suwat :

Joy

Peter

Suwat :

Peter :

Joy

Suwat :

Peter :

: That’s a good idea. That can save our budget for advertising. We can have our

: You may be right, but the gifts need to be special and that’s expensive too.

: I'm not sure about that. I think we need to do some research on that. Any more

: Do we all agree, then?

Right. Shell we start? The aim of this meeting is to discuss our new project. So,
let’s look at the first item of the agenda. As you know, the company has

produced the new sport wears. In this meeting we must try to find new ideas to

launch these products. So what are your views, Joy? Would you like to start?

Well, m my opinion the most effective way is to advertise on TV. Most people

watch TV, right?

I’rﬁ afraid I can’t agree with that. We don’t have the budget for it. TV commercial is
too expensive.

i agfee. I think we can visit sport stores and ask them to have window display for

our products.

sales reps to do so. Any more suggestions, Suwat?
Why don’t we give the customers our promotional gifts, like for the purchase of 500

and over. People always like free gifts? Don’t you agree?

ideas?

Yes, you’re right. Shall we built a website on the Internet to advertise our new
products. We could attract people from all over the world to our website.

That’s exactly what I think. To sum up, we’ll visit the stores, give promotional gifts

and advertise on a website.

Absolutely.

That’s fine. Now, let’s move on our next topic in the agenda...
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Peter : Iagree. I think we can visit sport stores and ask them to have window
display for our products.

Joy  : That’s a good idea. That can save our budget for advertising. We can
have our sales reps to do so. Any more suggestions, Suwat?

Suwat : Why don’t we give the customers our promotional gifts, like for the
purcha§e of 500 and over. People alwziys like free gifts? Don’t you agree?

Joy : You may be right, but the gifts need to be special and that’s expensive too.

Peter : I’'m not sure about that. I think we need to do some research on that. Any
more ideas?

Suwat : Yes, you’re right. Shall we built a website on the Internet to advertise our
new products. We could attract people from all over the world to our
website.

Peter : That’s exactly what I think. To sum up, we’ll visit the stores, give
promotional gifts and advertise on a website.

Joy : Do we all agree, then?

Suwat : Absolutely.

Peter : That’s fine. Now, let’s move on our next topic in the agenda...
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Vocabulary

Meaning

Shall we start?

Shall we get down to business?
Are you with me?

What do you think about this?

Let’s move on to the next topic in the
agenda. *

Well, I think that covers everything.
Just a moment, ........... :

Can I ask something?

Would you mind repeating that?

I agree with your idea.

10. I partly agree but............... "
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Mea SumaumAMs MHUNsAMAd MU AasaT N udaneudondo 1-5
1. What is the first new idea to launch the product?
a. To discount 25% b. To advertise on TV.
c. To advertise in newspaper. d. To discount 10%
2. What is the good idea?
a. To have window display. b. To advertise on TV.
c. To give the promotional gift. d. To advertise in newspaper.
3. How could you attract people from all over the world?
a. To advertise on TV. b. To built a website on the internet.
c. To give the promotional gift. d. To advertise in newspaper.
4. What is the new idea to launch the product?
a. To givé promotional gifts and advertise on a website.
b. To advertise on TV. and
c. To have window display.
d. To built a website on the internet.

5. What is the strategy that we should use in order to increase your market share,

and how?

...........................................................................................................................................
...........................................................................................................................................
...........................................................................................................................................
...........................................................................................................................................
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SET inches up in late trade despite Dow's hefty tumble
By: PARISTA YUTHAMANOP Published: 12/02/2009 at 12:00 AM
Newspaper section: Business
Thai shares yesterday were spared the impact of the steep fall in the Dow Jones Industrial
index caused by US investors' knee-jerk reaction to the lack of clear detail about a new
bank rescue package in the United States. The Stock Exchange of Thailand index edged up
0.2% to close at 444.10 points and the blue-chip SET50 index ended 0.2% higher to close at
308.72 points. Turnover totaled 8.1 billion baht.
The Dow Jones on Tuesday recorded the deepest decrease since President Barack Obama's
inauguration with a 4.6% drop to 7,888.88 while the S&P 500 index decreased 4.9% to
827.16 as investors declared the bank rescue plan too vague.
Paiboon Nalinthrangkurn, CEO of Tisco Securities, said investors reacted negatively to
Treasury Secretary Timothy Geithner's failure to announce clear details of the $2-trillion
package aimed at addressing bad assets at financial institutions and stimulating new
lending.
The Thai market has been stabilising as investors await the outcome of the fiscal stimulus
package on the economy.
The Thai parliament approved in principle a 117-billion-baht supplementary budget bill
last week aimed at stimulating domestic consumption and guaranteeing loans for small and
medium-sized enterprises. The cabinet also approved 40 billion baht in tax holidays for
small businesses and property purchasers. '
Pichai Lertsupongkij, senior vice-president at Thanachart Securities, said the low valuation
of local shares, improved political stability and fiscal and monetary stimulus helped shore
up the SET. "Asian bourses have absorbed news of the global economic crisis to a certain
extent. They are not so volatile now. Investors now focus on local factors."
The fact that share prices had decreased by half since the start of 2008, coupled with 6%
dividend yields, made local shares a viable investment.
Usara Wilaipich, senior economist at Standard Chartered Bank, said the US economy was
expected to contract 3% this year, shrinking 6% in the first quarter, 4% in the second and
1% in the third. The US is expected to post 1% economic growth in the fourth quarter.
The US recession could drag on as implementation of the economic stimulus package could
take time to bear fruit.
""The heart of the problem in the US is household rather than corporate debt. Restructuring

of consumer debts is more complicated," she said.
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Summary

“SET inches up in late trade despite Dow's hefty tumble”
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Choose one item for making a dialog.

1. You want to improve language skills of the staff.

2. Your market share is falling.

3. Your competitors are cutting their price by 15 %
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AGENDA
Meeting of Sales Representatives
November 9, 200x Sales Manager’s Office
1:00 P.M.
1. Minutes of the last meeting.
2. Matters arising from the minutes.
3. Correspondence.
4. Sales of new products for New Year.
5. Reports on sales figures for established products.
6. Suggestions for simplified manner of submitting monthly returns.
7. Any other business.
8. Date of next meeting.

9. Adjournment.
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T : “What is the title of this?”

SS : “Let’s Find a Name for Product X”
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T : “Explain the words you know in this topic.”
SS : “Objective Agenda meeting Attendees Location”
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T : “What is the main idea of this paper?”
SS : “To brainstorm a name for our newest product.”

T: “ Do you know what is this? Why?
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"Let's Find a Name for Product X!"

Objective

To brainstorm a name for our newest product

Attendees

Julie, Dan, Nancy, Chris, Tanya, Jim and the Guru

Date, Time and Duration

Monday, July 12th from 3:00-4:00 PM

Location

Main Boardroom

What to Bring

A thesaurus, a dictionary, your creative thinking caps and anything else that gives you creative

inspiration

Agenda*

Presenter: Jim will lead the brainstorming session and record the session notes

Topic: He's prepared brain-tweaking questions to help us discover that perfect name for our

product. Eureka!

Allocated Time: Jim will lead the entire meeting.
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The Sunshine Group

Faculty of Liberral Arts, S.C.University
Monday,15 October 2--—,1:00 p.m. —2:30 p.m.

Room 2-402

Agenda

1. Announcements

2. Approval of the last minutes of meeting

3. Contir:uing business

a. Discussion of the result of each columm

4. New business

a. Publishing Liberal Arts Newsletter

b. Scope and size of the newsletter

c. Budget
5. Any other businesses

6. Adjournment

Agenda for Regular Staff Meeting
Wednesday — April 23, 2003

Conference Room

1. Call to order — Mr. Suwat Rakdee

2. Review and approval of minutes of March 29 meeting

3. Treasurer’s report — Mrs. Linda Day
4. Committee’s reports
- Sales and Marketing Committee —
report on marketing survey - - Mr.
- Production Committee - - report on
designing packages Mr. .
S. Unfinished business — None
6. New business
- Proposal for marketing new products

- Suggestions for new project

7. Adjournment — Next meeting

-------------------------------------------------

Chair person (5 minutes)

Secretary (7 minutes)

Treasurer (5 minutes)

(10 minutes)

(10 minutes)

Participants (30 minutes)

Participants (20 minutes)
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DSN. TRADING COMPANY Ltd.

9 Moo 4 Bangbuathong Nonthaburi 11110
THAILAND. TEL : 029209438

SALES DEPARTMENT

NOTICE OF MEETING

October 31, 200x

To : Sales Representatives

A meeting of sales representatives will be held in the Sales Manager’s office at the Head

Office on Monday, November 9, 1987, commencing at 1 : 00 P.M.

The agenda is enclosed.

N

R. Cook

Sales Manager

AGENDA

Meeting of Sales Representatives

November 9, 200x Sales Manager’s Office
1:00 P.M.

1. Minutes of the last meeting.

2. Matters arising from the minutes.

3. Correspondence.

4. Sales of new products for New Year.

5. Reports on sales figures for established products.

6. Suggestions for simplified manner of submitting monthly returns.

7. Any other business.
8. Date of next meeting.

9. Adjournment.
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items of business

Correspondence
[4

Any other business

Date of next meeting

Adjournment
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1. Call to order is

....................................................................................................................
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(Your boss has decided that all the staff in the Marketing and Sales Department will go for a
conference for two days and one night. You have the responsibility for planning the trip. Hold a

meeting to plan an agenda. You can use the following guideline.)

Guideline

1. Where will you go?

2. When will it be?

3. How will you get there?

4. Which hotel are you staying?

5. How much is the price for the bedrooms, the conference room ?
6. What activities or topics will you have .for the main program?
7. What and where are you going to eat?

8. Who will be responsible for organizing it?

9. What social activities are you going to have for the reception?

10. Any other business?

.....................................................................................................................
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Call to order = opening remarks (usually by a chair person)
Secretary’s minutes = a correction and / or approval of the minutes of
the last meeting
Office reports - Treasurer
- Other officers as needed

Committee’s reports

Unfinished business = items partly discussed in the previous meeting

New Businesses = items not previously discussed

Special features

Adjournment Closing
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"Agenda for Regular Staff Meeting!"
Wednesday — April 23, 2003
Conference Room
1. ——__  —Mr.Suwat Rakdee
Chair person (5 minutes)

2. of March 29 Meeting

Secretary (7 minutes)

- Sales and Marketing Committee -- report on
marketing survey — Mr. (10 minutes)
- Production Committee — report on designing

packages Mr. (10 minutes)

4. - None

- Proposal for marketing new products

Participants (30 minutes)
- Suggestions for new project

Participants (20 minutes)

6. - Next meeting
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- Presentation of Treasurer’s financial statement.
- Any other business.

- Arrangements for Christmas Party.

- Matters arising from the minutes.

- Date of next meeting.

- Armmangements for future activities.

- Correspondence.

- Purchase of English books.

- Minutes of the last meeting.

- Adjournment.

.....................................................................................................................
.....................................................................................................................
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- Minutes of the last meeting.

- Matters arising from the minutes.

- Correspondence.

= Prefentation of Treasurer’s financial statement.
- Arrangements for Christmas Party.

- Purchase of English books.

- Arrangements for future activities.

- Any other business.

- Date of next meeting.

- Adjournment.
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Meeting Agenda

Greeting

When you first walk into the meeting area, you are cordially greeted by any of us. We
want to make you feel at home. You will notice that the room is set up for a speaking event,
complete with lectern and banner.

One does not have to worry about using microphones or public address systems. Our
meeting place is small enough for one to use his or her normal voice.

Plegse feel free to sit around the large table in the center of the room. That is what it is
- there for. The act oi‘ sitting around a single table strengthens the meaning that everyone is equal at

a Toastmasters meeting. Extra chairs are usually available for those who cannot sit at the table if

it becomes full.

Call to Order

The club president or presiding officer calls the club to order to start the meeting. This

is the start of the formal part of our gatherings.

The meeting then proceeds in a format patterned after Robert's Rules of Order. These
Rules are steps which are followed to ensure that things get done in an orderly manner in the

limited amount of time we have.
Recitations
We first recite our club mission:
For support, that we may blossom

For learning, that we may grow

For listening, that we may serve

For speaking, that we may lead

We join together in this group to seek and celebrate
The power and the majesty of the spoken word

The act of reciting our club mission helps us get going and strengthens our fellowship.

We then recite our Pledge of Allegiance:

I pledge allegiance to the flag of the United States of America, and to the republic for which it

stands, one nation under God, indivisible, with liberty and justice for all.
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'No pause exists between "nation" and "under," contrary to the manner performed by
most people and broadcast by some media outlets.

Until further notice we will continue to use the current wording of the Pledge. You
may elect not to recite any part or all of the pledge, as we respect one's opinion for doing so.

Introduction of Duties
The club president or presiding officer then introduces the Toastmaster of the Day, who now
takes over the meeting. He or she then introduces others who have scheduled speeches,
evaluations, and assigned duties pertinent to the occasion. We ask those who have other duties to
explain them tosthe group, especially for the benefit of new members and guests.

The General Evaluator rates the meeting as a whole, highlighting events that stand
out, such as a particular speech or evaluation.

The Grammarian notes the usage of language in the speaking events. He or she also
selects the word of the day, for encouraged use by all speakers in the meeting.

The Timer notes how long each table topic response, speech and evaluation lasts and
operates the three lights signifying each point in time from the start of the event.

Other duties may be explained as needed.

You will have a chance to take part of all these duties. The variety of tasks you will
perform even after a few meetings will add to your experience and make your time with us more
interesting for you. Please don't be afraid to try out a duty if you haven't done one yet.

You may develop a preference toward some duties. If you have a chance to do them,
that is all right, but please remember to give others a chance so they can also develop that same
well-rounded experience.

And, we cannot forget those who will develop a preference against some duties. Well,
it is in the best interest of all that you at least try a duty or two out before forming an opinion
about them. Besides, you may get to like it!

Table Topics

Table Topics tests your improvisational speaking skills, including your ability to
quickly put your thoughts together. You may be asked to respond to a question given by a Topics
Master, who is introduced by the Toastmaster of the Day and has prepared questions in advance.

Your responses are timed. Time is measured by the Timer, who operates a series of
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lights at pertain times. After you start your response with a word or a gesture, the Timer monitors
the length of your response. He or she will switch the green light on at one minute, an amber light
at one and a half minutes, and a red light on at two minutes.

You may get scared about Table Topics because you may not wish to be tapped for
speaking without preparation. All of us have felt that way sometimes. One of the ideas behind
Toastmasters is to get you to think on the fly, that is, without any preparation. If you think about
it, we speak like that to our friends, and since we are all friends at the club, what is there to be
afraid of?

Other Business

This is the time during which we cover news and other items of interest, such as
upcoming contests and conventions.

When no other business needs to be covered, we ask everyone if they would like to
comment on us and our meeting. Their comments are to be taken seriously, since the impression
they have formed about us could make or break us in the future. If you are a guest, please feel free
to comment! We love to hear what you say about us and our meeting, whether it is good or bad.
In other words, please "evaluate” us. We sincerely would like to know how you have felt while
visiting us. We thank you for visiting. If you are not a Toastmaster we hope you will consider its
benefits and how it will work for you.

Adjournment

When all business is finished we adjourn the meeting and announce the time and place

of the next meeting.
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Tunuiiz -
Your boss has decided that all the staff in the Marketing and Sales Department will go
for a conference for two days and one night. (@UNANAUTMIIABIMIMINTNOU INLHUA
msaaa llduuuendoi 2 Su THnwmumsiiumannziadssguiietmunnse
mstsea Taolduuamadhednatl)
Guideline
1. Where will you go?
2. When will it be?
3. How will you get there?
4. Which h(gtel are you staying?
5. How much is the price for - the bedrooms, the conference room
6. What activities or topics will you have for the main program?

7. What and where are you going to eat?
8. Who will be responsible for organizing it?

9. What social activities are you going to have for the reception?

10. Any other business?

An Agenda for the Conference on Launching the New Products

---------------------------------------------------------------------------------------------------------------------

.............................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................

---------------------------------------------------------------------------------------------------------------------
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- Presentation of Treasurer’s financial statement.

- Any otherhbusiness.

- Arrangements for Christmas Party

- Matters arising from the minutes.

- Date of next meeting.

- Arrangements for future activities.

- Correspondence.

- Purchase of English books.

- Minutes of the last meeting.

- Adjournment.
Sunaznmiiinlsza - Susnidi 20 worRmeow 2530 na1 17.30 1.

= Y @ Ao w '
ﬂmu‘nﬂsmgu : TOIDINIIWUNIU (Staff Canteen) wmumm‘lmy




145

GT ENGLISH CLUB COMMITTEE

A meeting of the ...................... of the GT English Club will be held in the

----------------------

the Head office on 1987 at < s P.M.

R Cooh

R. Cook

Chairman

4

AGENDA

......................................................................................................
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1. Presiding Officer : (Give the name of the person who chairs the
meeting)

2. Present : (Type in complete list of the participants who attend the
meeting)

3. Apologies : (List of people who said they could not come)

4. Previous Minutes : (Any changes or corrections to be made items
that needed followed up.

5. Committee’ Reports : (Briefly summarize reports from committee
or subcommittee members.)

6. Unfinished Business : (List actions from previous meeting if the
actions are not covered the Reports section.)

7. New Business : (Include some concluding remarks after the
discussions in the meeting. Remember that minutes are merely a
record of ACTION TAKEN, not what it said by members during
conversation.)

8. Any Other Business : (Ask participants to list this at the beginning
of the meeting Only list items that are not covered in the Reports
section. If nothing for this section, just list as “No other business at

this time.”)
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9. Adjournment : (Give the time when the meeting is over)
10. Next Meeting : (Give time and place of next meeting.)
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1. Presiding Officer : (Give the name of the person who chairs the meeting)

2. Present : (Type in complete list of the participants who attend the meeting)

3. Apologies : (List of people who said they could not come)

4. Previous Minutes : (Any changes or corrections to be made items that needed

followed up.

5.° Committee’ Reports : (Briefly summarize reports from committee or

subcommittee members.)

6. Unfinished Business : (List actions from previous meeting if the actions are not

covered the Reports section.)

7. New Business : (Include some concluding remarks after the discussions in the

meeting. Remember that minutes are merely a record of ACTION TAKEN, not what it said by

members during conversation.)

8. Any Other Business : (Ask participants to list this at the beginning of the meeting
Only list items that are not covered in the Reports section. If nothing for this section, just list as
“No other business at this time.”)
9. Adjournment : (Give the time when the meeting is over)
10. Next Meeting : (Give time and place of next meeting.)
11. Tt was RESOLVED... or The Committee RESOLVED... 19 1unsdifiiinsanassusiy
P
uAveINszam
12. It was DECIDED...or The Committee DECIDED...

It was AGREED...or The Committee AGREED... lunsainfinsiauaisela
edrdumamsuaziimsnsazinds Tuuiinmsdszqulddunainsome il
= v a L ] = ~ £ v A Yy d ] [ Y
wvmi‘lumwu‘w“lntyLmxuﬂumwmﬂu°lmwa“lmﬂuamamum

A a "W Yo & A "Wy a
13. Tunsdinauznssumsioad 185uiadoela n3enula Tashi'ldnnasiey
o a a @ A'l 3 EY ~ I
auiumslas Mernuiseniug Jeanuildae
(3991393 10UNAUD)... was NOTED The Committee NOTED. ..
(15991303109 UAUD)... was HEARD The Committee HEARD
A [I~1 kY v 9 £ = YA
14. lunstifamznssums limuseudreiudemue VOANUN 19AD
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(1599150310914 NAUB)... was REJECTED 130 The Committee
REJECTED... (130991a110)

(15091595109 UNTUD)... was NOT AGREED TO 58 The Committee DID
NOT AGREE TO ... (150971910)

15. Tunsdiinmznssums Wannsaanasiulduasdadulaivzdoumsitese
von'ly Sonnuiilede
- A decision was DEFERRED pending clarification of...
- The Committee AGREED TO DEFER a decision until...
- After discussion, it was AGREED TO DEFER a decision until. ..
16¢ Tupsdifinmenssumsdadulafezduiiunsfosudeslauazyounngly

4 o a o a c:: a
yaaalayananieivdarenlumsdnidums wdvsszyumvesyanaiuaguaz1dnson 1y
MINEAUAVADIUNIN

[

Mr. ...was INSTRUCTED to... 14 lunsaing 1S unevuvunediudiies
Mr. ...was REQUESTED to... 19 1unsdifd 185 uneunanoitiugngg
Mr. ... AGREED to... 1§lunsding 1avueumnoidiuging
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Minutes of the Regular Monthly Meeting
February 28,200X ; 1:30 p.m.
1 U i ) : Mrs. Amanda — Vice President
24 Rl : Ms. Nantida Kaewsai — Secretary Mr. Anek Suksanti,
Mr. Nopadon Sirisawat, Ms. Kim Wong Suk, Mr. Veera Jaidee.

BY e cxalbe W : Mr.Sittisak Kittiwat, Mr. Trirat are on business trip.
Aok e e B : The minutes of the last meeting were read and approved.
SN : Membership of the standing committee. It was agreed that the

Production Manager should be invited to be a member of this committee.
6. N P : For development of new project to find new markets in Vietnam.

A subcommittee is set up to consider the matters, Members should be drawn

From the Marketing and Sales Department. Mr. Veera will be the chairperson

of this subcommittee.

[ — : After a discussion about other development, it was agreed that

1) The Production Manager should look into the possibilities of expénding
another plant in Saraburi Province.

2) For next year’s promotional campaign the managers of the Customer.
Service, Finance and Accounting and Marketing and Sales departments
are to form a committee to work on this. The committee will be chaired
by the Marketing and Sales Manager and he will report the results in the

next meeting.

e : No other business at this time.
0: it o : The meeting was a'djoumed at 4:30 p.m.
10. ..................: The next meeting will be held on March 27 at 10:00 a.m. in staff

Meeting Room.
'Signed Ehe e orsace ot o T s i ¢ oA

Secretary
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1. What is this kind of meeting?

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

5. Was there any business from previous meeting that was raised to discuss in this

meeting?

.....................................................................................................................
.....................................................................................................................

.....................................................................................................................
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The minutes of a meeting naturally reflect the order of the agenda for

that meeting, and should be recorded in the following order :

1. A heading that states clearly the name of the body that met, and the
time, date, and place of the meeting.

2. A list of names of those present at the meeting and the offices they
hold, beginning with the chair’s.

3. A list of those person who were unable to attend.

4. Call to order- time that chair officially began the meeting.

5. The reading of the minutes of the last meeting and the approval of
the minutes.

6. Matters arising from the minutes : discussion of any item in the
minutes that calls for further comment.

7. Correspondence.

8. General business : a formal record of all the decisions reached on

each item listed in the agenda. Resolutions must contain the exact wording given at the

meeting

"

9. Any other business : a record of other items discussed which
were not listed in the agenda, but which were raised at the meeting. The items are
recorded in the order in which they were discussed at the meeting.

10. The time, date, and place of the next meeting.

11. Adjournment.

12. The space for the chairman’s signature, and the
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T :“What is the main idea in this item?”
SS : “Minutes of the Executive Meeting at the Executive room”
T :**And what time and date?”
SS: “At 9:30 a.m. on Friday, February 5,1988”
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T : “What will you prepare when you have to join in the

business meeting in secretary position?”’

SS : “I have to study about how to write a meeting?”
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Mr. Cook is chairing a meeting of the GTC English Club Committee.

Cook : Right. It’s now 5:45. Let’s open the meeting. Has everyone read the Minutes?

Can we all agree they’re correct? Right. Is there any discussion? No? All right.
Khun Sukanda, is anybody absent?

Sukanda : Mr. Kittisak telephoned to say he wouldn’t be able to come. He has had to go on a
sales trip to the South.

Cook : All right. Well, let’s go right on to Item No. 4 then. May I ask Khun Sanit to give us
his financial report?

Sanit : Well, our funds are in a healthier position than they were at the time of the last
committee meeting, because more people have become members of the Club and
have paid their annual dues. Also, if you remember, the Board of Directors has
agreed to give the Club a donation to encourage it to arrange more activities. So, if
you look at the copy of the financial statement that each of you has been given,
you’ll see that there is now a balance of 22,020 baht.

Cook : I’m sure we are all pleased with our financial situation. The generosity of those who
have contributed to our funds is greatly appreciated. Let’s turn to Item No. 5. Please
let us hear your suggestions. ...So it’s agreed, then that we should ask the AUA if
one of their staff would come and give the Club a talk on some aspect of life in the
United States. Perhaps you could draft a letter to that effect to the AUA, then Khun
Sukanda, in your capacity as Secretary?

Sukanda : Right. I’ll see to that right away.

Cook : Is there any other business? Khun Prasong?

Prasong : I’d just like to mention that the first issue of Newatime magazine has arrived and is
now in the Club Room if members would like to read it. If you recall, we sent in our
yearly subscription last month.

Cook : Oh, good. Now, the date of the next meeting. Does Wednesday 23" suit everyone?
At the usual time 5:30, after office hours? Right, that’s agreed. If you have any
points for inclusion in the beginning of December. It’s almost 8:20. Let’s close the
meeting now. And I will see you on the pEW

All : Good night.

Good-bye.
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Opening of the meeting.
The Chairman, Mr. Cook, declared the meeting open at 5:45 P.M.

1. Minutes of the last meeting.

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

......................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................
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Opening of the meeting.

The Chairman, Mr. Cook, declared the meeting open at 5:45 P.M.

1. The minutes of the last meeting were agreed on as correct. |

2. There were no matters arising from the minutes.

3. An apology was received from Mr. Kittsak.

4. Mr. Santi reported that there was a balance of 22,020 baht.

5. It was agreed ihat one of the AUA staff be asked to give a talk on some aspect of life
in the United States.

6. Mr. Prasong reported that the first issue of Newstime had arrived and was available in
the Club Room.

7.l The date of the following meeting was fixed on Wednesday 23" December 1987 at
5:30 P.M.

8. The meeting was adjourned at 8:20 P.M.
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At every Executive Meeting, the Company Secretary, Mrs. Marisa Chairote, takes the
minutes, the minutes, the record of the proceedings of the meeting. When she does this she takes
down in shorthand the exact wording of every motion, and the names of the mover(s) and
seconder(s). It is not necessary to make a verbatim record of everything that is said, but she does
have to ins1:re that all the arguments for and against the major decisions are recorded.

The minutes of a meeting provide a permanent record of the proceedings of the meeting
and they can be refered to at later date when the business discussed is being reviewed. They can
be consulted to discover why certain -deci—sions were made. Mrs. Marisa usually writes the
minutes as soon as possible after the meeting so that the discussions are still fresh in her mind. It
1s essential that minutes should be accurate, so that they present a true record of the proceedings.
They should also be brief, so as to provide a summary of the important matters discussed and the
decisions reached. They can be read and confirmed at the next meeting for future reference. They
must be clear, so that those absent from the meeting can be fully informed of the proceedings, and
so that there is no possibledoult about previous deliberations. |

The minutes of a meeting naturally reflect the order of the agenda for that meeting, and
should be recorded in the following order:

1. A heading that states clearly the name of the body that met, and the time, date, and place of

the meeting.

2. Alist of names of those present at the meeting and the offices they hold, beginning with the

chair’s.

w

A list of those persons who were unable to attend

4. Call to order — time that chair officially began the meeting.

5. The reading of the minutes of the last meeting and the approval of the minutes.
6

Matters arising from the minutes: discussion of any item in the minutes that calls for further

comment.

7. Correspondence.
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8. .General business: a formal record of all the decisions reached on each item listed in the
agenda. Resolution must contain the exact wording given at the meeting.

9. Any other business: a record of other item discussed which were not listed in the agenda,
but which were raised at the meeting. The items are recorded in the order in which they were
discussed at meeting.

10. The time, date, and place of the next meeting.

11. Adjournment.

12. The space for the chairman’s signature, and the date minutes will be signed.

MINUTES OF THE EXECUTIVE MEETING
HELD IN THE EXECUTIVE MEETING ROOM
AT 9:30 A M. FRIDAY, FEBRUARY 5,1988

Present : Mr. Victor R. Barnett, President
Mr. Wisit Pipatwong, Vice-President for Imports and Exports
Mr. Danai Lertip, Vice-President for Marketing and Retailing
Mr. Chaiwat Sirilak, Vice-President for F inance and Administration

Mrs.Marisa Chairote, Company Secretary
Absent : No one.
1. Call to Order

The Chair called the meeting to order at 9:30 A.M.
2. Minutes :

The Minutes of the Executive Meeting held on Monday, January 4, 1988, were read
and approved.

3. Matters arising from the Minutes.

Mr. Barnett reported that he had accepted the invitation to represent the Company at the
Regional Conference on International, Trade in Hong Kong and that he would leave for Hong
Kong on March 6 for five days.

4. Correspondence
There was no correspondence.
5. Opening a sales outlet in the Sukhumvit Shopping Complex
It was NOTED that the new Sukhumvit Shopping Complex, due to open in two months,

provided a good site for a new sales outlet. As no details regarding rental cost and other overhead
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have yet been released, it was AGREED to DEFER a decision on opening a sales outlet there until

more information has been obtained. Mr. Danai was REQUESTED to obtain more information for

the next meeting.
6. Recent Sales Campaign for Plasticware

Mr. Danai reported that there had been a positive response from retailers and that there had
been an increase of 20% over last year’s orders.

It was DECIDED that another sales campaign should be launched in the middle of the year
in order to consolidate the Company’s position in the market.

Mr. Danai was REQUESTED to instruct the departments concerned and to work out a
specific outline in time for the next meeting.
7. Other l;usiness

On the motion of Mr. Wisit, seconded by Mr. chaiwat, the committee RESOLVED _ (2-1-
0) that the Company should look into the possibility of arranging bus service for the staff in the
mornings and in the evenings. The discussion centered on the appropriateness of providing such
service for employees, the demand for this service, and the inadequacy of public transportation. It
was also pointed out, however, that budgetary limitations could make this service unfeasible at
this time,

Mr. Chaiwat was REQUESTED to instruct the Persénnel Department to start making
initial inquiries. Motion approved 3-0-0.
8. Date and Place of Next Meeting

It was AGREED that the next Executive Meeting would be at 2:30 p.m. on March 2, 1988,
in the Executive Meeting Room.
9. Adjournment

The meeting was adjourned at 8:30 P.M.

Signed : Brsnet?
Chairman

Date : %/W 5, 7968

Marisa Chairote
Company Secretary
February 5, 1988
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The dialogue below is taken from the meeting of the Arts Society, which met at 7:30 p.m.

on Monday, March 1, 20xx in the Society’s headquarters.

Mrs.Dean (Chairman) :

Mr. Lewis (Secretary) :

Miss Evans %

Mrs. Dean :

Miss Lee :

Mr. Hawksworth :

Miss Lee :

Mrs. Dean :

Mr. Fox :
Mrs. Dean

Mr. Hawksworth :

Mrs. Simpson :
Miss Lee :

Mrs. Lewis :

Good evening, everyone. It’s 7:30 and everyone seems to be here so
let’s get on with the meeting. I’ve received apologies for absence from
Mr. Armstrong he’s on holiday this week. Can we have the minutes of
the last meeting please, Mr. Lewis?

Yesy

I propose that the minutes be taken as read and signed as a true record.
Will someone second Miss Evans’ motion?

Mr. Williams? Thank you. Those for?

Motion passed unanimously. Now, any matters arising? Nothing?
Good. Let’s move on to the next item on the agenda : the co-option of a
new member. Any nominations?

I’d like to suggest Miss Read ...

Oh no, not that woman. We asked to help out last year and she hummed
and hawed and finally said she couldn’t.

That was because she was handing a new project at that time and was
under a lot of pressure. I’ve spoken to her and she says she has more ‘
time now and would like to join the committee.

Miss Read has been nominated by Miss Lee. Is her nomination
seconded?

I’ll second that.

Any other nominations? No. Then let’s vote on Miss Read. Those for?.
Five. Against? Two. Motion carried. Miss Read is co-opted. Next time :
a speaker for Society’s dinner in August. Any ideas?

How about the Mayor?

What about the government minister?

That’s a bit risky : they get called away to meetings at the last minute.
I’ve heard that the new Chief Planning Officer at the City Council is

very interesting and amusing.
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Mrs. Dean : We have had several suggestions. Can I have a motion? Do we have a
seconder for Mrs. Hawksworth’s proposal to invite the Mayor? Miss
Evans? Thank you. Those in favor of The Mayor? Two? Those against?
Five. Motion defeated.
Do I have anyone to second Mrs. Simpson’s suggestion of a minister?
No? Then we’ll go on to Mr. Lewis’s ideas of a Chief Planning Officer.
Seconder? Miss Lee. Can we vote, please? Those for? Five. Those
against? Two. Motion passed, five to two. Can we move on Any Other
Business? Nothing? Right, when shall we meet again? The first of the
month as usual? All agreed. Right, that’s the first of April, 7:30 in the

i E Society headquarters again. Thank you. Good night, everyone.

...................................................................................................................

Minutes of the meeting of the Arts Society Committee on Monday 1 March 20xx,at 19:30 hours.
~ Mrs.Dean (Chairman) »

Mr. Fox (Treasure)

Miss Evans

Miss Lee

Mrs. Hawksworth

Mrs. Simpson

Mr. Lewis (Secretary)

1. APOLOGIES FOR ABSENCE

Apologies were received from Mr. Armstrong.

2. MINUTES OF THE LAST MEETING

Miss Evans proposed that the minutes of the last meeting held on 1 February 20xx be taken as

read and signed as a true record. This was seconded by Mr. Williams and passed unanimously.

The Chairman signed the minutes.

3. MATTERS ARISING

There was no matters arising.

4. NEW MEMBER

Miss Lee proposed that Miss Read'should be co-opted as the new member. Mr. Hawksworth
opposed the proposal as Miss Read had been approached earlier and had not been able to help.
Miss Read said that she had spoken to Miss Read recently, who had explained that when she had

been approached before she had a great deal of work. Now the pressure was less and she had
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more time, which she would like to give to the Committee. Mr. Fox seconded the proposal and

the motion was carried by five to two
6. ANY OTHER BUSINESS

As there was no other business, the meeting closed at 21:15 hours.

7. DATE OF NEXT MEETING

The date of the next meeting was fixed for Tuesday 1 April 20xx, at 19:30 hours in the Society
Headquarters.

..................................

........................................

.....................................................................................................................

. MINUTES
Of the meeting of the committee held at 19:30 hours on Monday 1 March 20xx in the Siciety
Headquarters.
1. PRESENT
2. APOLOGIES FOR ABSENCE

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................
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(These are the minutes of a meeting. Some parts have been left out. Complete the minutes by

choosing the words in the list)

Minutes of the last meeting Present Chairman chaired
Any Other Business Members Seconder subcommittee
Apologies for absence Proposer Action Date of next meeting

....................................................................................................................

............. “: Mr. Jones (Chairman) Ms. Perkins ~ Ms.Carson  Mr. Smith Ms. Trueman
(Secretary)
.............. : Ms.Green and Mr. Brown were unable to attend and sent their apologies.
.............. : No Business remained from the last meeting.
Membership of the Committee
It was agreed that the Production Manager should be invited té becomed a member
of this Committee.
Proposer:  Ms. Perkins
steesereeeenl Mr. Smith
The motion carried unanimously.

2004 : Development of European Markets

Ay SN Is to be set up to consider ways in which the company can
meet the challenge. ............................ should be drawn from the Sales, Publicity and
Marketing departments; Mr. Jones will be the .................oovveeeei.... of this,

Other developments
After some discussion, it was agreed that Ms. Perkins should look into the
possibilities of moving some manufacturing operations to Kenya.
.............. : Mr.Jones
Seconder : Ms.Carson

Motion passed unanimously.
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Next year’s promotional budget
The Head of the Design, Promotion, Sales and Marketing Departments are to from
a committee to work on this. The committee willbe ..................... by Mr. Jones
and he will notify the people concerned.

.............. ': Mr. Jones

.............. . Since there was nothing further, the meeting was adjourned.

.............. : The next meeting will be held on 6" March.
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1. Whatare the meaning of “the proceedings™?

a. A course of action.

b. A continuing of an action.

¢. A record of business carried on by the minutes.

4

d. A sequence of events occurring at a particular place or time.

2. What do you say when you want to begin a meeting?

a. Shall we start? b. Shall we build a....?

c. Do we all agree then ? d. T think we can also

3. When you want to ask for an opinion, what do you say?

a. Do you see what I mean? b. Shall we get down to business?

c. What do you think about this? d. Could you explain that?

4. If you want to know weather the committee members agree with you, what do you ask?

a. Could you go over that again? b. What are your views on this?

¢. Can I ask you something? d. Are those in favor?

5. What is an example for concluding and ending a meeting?

a. Shall we get down to business? b. Would you mind repeating that?

¢. Good. Let’s call it a day, then? d. Are you with me?

6. If you want to interrupt , what do you say?

a. Do you all agree with that? b. Could you explain that again?

c. Excuse me.Can I come in here? d. You may be right, but.........

7. Which sentence has the same meaning as the following question : “ Would you mind

repeating that ? ”

a. Could you go over that again? b. What’s your opinion?

c. Do we all agree then? d. Would you like to continue?
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8. Who reviews and approves of the minutes of the last meeting? \
‘a. Chairperson b. Manager
c. Secretary d. Treasurer
9. Who is in “Call to order”?
a. All members b. Vice President
c. Participant d. Recorder

10. “Somchai can’t be here today.” Where do ‘you write his name if you are a

secretary?
a. Committee’s report b. Presiding Officer
c. Apologies ' d. Present

Fill the suitable words or phrases in this dialog. (item 19-28)

Peter : Right. ....(11).... The aim of this meeting is to discuss our new project. So, let’s
look at the first item of the agenda. So what are your views, Joy? ...(12)...... .
Joy : Well,...... (13), 2, the most effective way is to advertise on TV. Most people

watch TV, right?

Wita @ ......... (14)...... with that. We don’t have the budget for it. TV commercial is too
expensive.
Peter: ......... C15)... v .I think we can visit sport stores and ask them to have window

display for our products.
Joy : ......... (16)......... . That can save our budget for advertising. Any more

suggestions, Wita?

Wita : ......... 17)...... - Shall we build a website on the Internet to advertise our new
products?
Peter: That’s exactly what I think. ......... (18)......... , we’ll visit the stores, give

promotional gifts and advertise on a website.



11.

12,

13.

14.

15.

16.

17

18.

19.

20.

(e

Are you with me?
What do you think?
Would you like to start?
Don’t we agree?

do we all agree?

I'm afraidI can’t

I partly agree

That’s exactly

I’'m not sure

¥You may be right

In this meeting we must try

It’d be risky -

Yes, you’re right
We shall build it
Repeating that again
Just a moment

I’d like to ask
Don’t you agree?
That’s right

Any question?

pF EE R E BT AN B e glaasee e

Could you go over that again?

Shall we start?

Does anyone object?

"That’s fine.

you may be right

in my opinion

I totally agree

What do you think

I think we need to do
I agree

It would save money
That’s a good idea
You may be right

I think we can

To sumup

It’s good of you to come

Do we all agree?
Could you go on?
Just a moment

Absolutely
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Read this situation and rearrange the conversation. (item 29-32)

Your manager has decided that the sales staff have to improve their language skills.

21. 1. The aim of this meeting is to find some ways to improve the language skills.

2. I think we should make a start.
3. What do you think about this problem?
4. It’s good of you to come.
a. 4,321 b. 352,4,1

c. 2,4,1,3 d 1,2,3,4
22. 1. I agree with you.

\S]

- Is jt all right to set up a self access learning center in our office?

3. T think it’s too expensive.

. I think we should employ a native speaker to teach them.
2 43,12 b o Sk ine
ci 2 3% Y ol e VL

23. 1. That’s exactly what I think.

N

. I don’t agree; we are busy and we can’t let them spend their working hours.

w

. I totally agree with your idea. Any more suggestions?

4. I agree with you. Why don’t we let them study English lessons online?
a. 1,2,3,4 be 852,49, 1
c. 2,3,1,4 d. 4,3,21

24. Thank you for your participation.
2. To sum up, we all agree to let our staff learn the lesson online.
3. So they can access the Internet.
4. We should arrange some time for them.
a. 3,2,1,4 b. 2,4,3,1
c. 1,3,4,2 d 4,1,2,3
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Read this passage and answer each question. (item 25-26)

Mrs. Ann : It’s nine o’clock so Ithink we should make a start. Santisuk sends
his apologies. Has anyone got an agenda? Good. You can see we
have five topics to discuss, so I think we should spend five or six
minutes on each topic. And we have

Ms. Nantida to take the minutes, thank you Ms. Nantida.

25. Who is the recorded in this meeting?

a. Nobody. b. Ms. Nantida.
c. Mrs. Ann. - d. M. Santisuk.

26. Which is. the topic of an agenda?

a. Call to order. b. Vice President.
¢. Adjournment. d. Secretary.

27. Which is the first topic of the égenda?

a. Office report. b. Committee’s report.
c. Call to order. ' d. Adjournment.
28. Who will receive the agenda ?
a. The persons who hold a meeting.
b. The persons who attend the meeting.
c. The persons who make notes of the meeting.

d. The persons who draw up an agenda.
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Rearrange these items to plan an agenda. (item 29-38)
1. Presentation of Treasurer’s Financial statement.
2. Any other business.
3. Arrangements for Chﬁstmas Party.
4. Matters arising from the minutes.
5. Date of the next meeting,.
6. Minutes of the last meeting.
7. Arrangements for future activities.
8. Correspondence.
9. Purchase of English books.
10. Adjournment.
29. Which item will be No.1 on the agenda? _

a. 2 b. 4 c. 6 d. -8
30. Which item will be No.2 on the agenda?

a. 1 b. 2 c. 3 d 4
31. Which item will be No.3 on the agenda?

a. 8 b %7 c. 6 da S
32. Which item will be No.4 on the agenda?

a. 7 b. 5 c. 3 d 1
33. Which item will be No.5 on the agenda?

a. 10 b. 2 ¢ 7 d 3
34. Which item will be No.6 on the agenda?

a. 6 b. 7 c. 8 d 9
35. Which item will be No.7 on the agenda?

a. 3 b. 5 o d 9
36. Which item will be No.8 on the agenda?

a. 2 b. 4 c. 6 d 8
37. Which item will be No.9 on t};e agenda?

a. 4 b. 1§ c. 6 d 7
38. Which item will be No.10 on the agenda?

a. 10 b. 9 c. 8 d 7
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39-40 Read the passage and choose the best answers.

. :In a meeting about other development, it was ...

1) The Production Manager should look into the possibilities of expanding another plant in

Saraburi Province.

2) For next year’s promotional campaign, the managers of the Customer Service, Finance

and Accounting and Marketing and Sales departments are to form a committee to work

on this. The committee will be chaired by the Marketing and Sales Manager and he

will report the results in the next meeting.

39. How would you feel if your position is the managers of Marketing and Sales departments

instead of the managers of the Customer Service?

a.

b.

I think, it’s not good because I like working with my teamwork.

I think, it’s not good because last year I plan about the customer service line ready.
I think, it’s good because it’s challenge to me.

I think, it’s good because I love the new experience.

you think another plant in Saraburi Province is a good or a bad thing?

It’s good because it will be low cost.

It’s good because we will have the large stockroom.

It’s bad because at this time we have an economic problems.

It’s bad because at now it’s not sure about the economic.
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.68 83 21 .68 83
2 78 75 22 ) 83
3 32 83 23 .68 .83
4 A4 46 24 74 79
5 .68 83 25 74 79
6 | « .68 51 26 74 79
7 78 75 27 74 79
8 74 79 28 74 79
9 74 79 29 74 79
10 74 79 30 78 75
11 74 79 31 78 75
12 74 .79 32 .68 51
13 62 78 33 74 79
14 .68 83 34 56 46
15 78 75 35 44 46
16 .63 59 36 .68 83
17 .68 83 37 50 55
18 50 T5 38 32 83
19 50 55 39 44 46
20 50 75 40 56 46
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0.32-0.78
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10.8433
2.5837
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1 50 75 25 57 67
2 .63 .59 26 32 ST
3 50 55 27 37 59
4 .50 75 28 .63 .59
5 50 75 29 43 67
6 44 46 30 43 .67
7 (.32 * .83 31 .26 .79
8 37 .59 32 .26 41
9 50 75 33 32 51
10 .62 .87 34 .32 .83
11 43 67 35 44 46
12 43 .67 36 .50 .55
13 78 75 37 38 36
14 50 55 38 44 46
15 57 67 39 38 36
16 .68 83 40 57 67
17 32 83 41 50 55
18 43 .67 42 .50 S5
19 .50 75 43 43 .67
20 .62 .87 44 .32 S
21 68 51 45 57 67
2 37 59 46 26 79
23 38 36 47 38 87
24 37 59 48 37 59
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1 29 42 28 36
2 29 40 25 29
3 28 44 12 21
4 12 24 16 27
5 26 35 18 32
6 1" 16 21 16 24
7 15 23 12 26
8 17 22 11 23
9 30 41 29 ¥ 7
10 28 35 29 36
11 17 26 10 26
12 18 28 19 29
13 17 25 13 24
14 12 27 27 38
1S 18 31 11 20
16 11 29 19 30
17 22 27 15 27
18 29 37 15 24
19 20 36 10 21
20 23 28 14 23
21 22 34 13 24
22 19 26 22 38
23 31 38 23 38
24 21 26 29 38
25 20 32 11 21
26 29 40 17 26
27 32 43 22 37
28 29 39 21 26
29 27 38 26 34
30 21 40 11 34
31 29 39 23 29
32 ' 23 ' 38 12 34
AUy 225 32.9375 18.09375 29.125
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Paired Samples Statistics

Mean N Std. Deviation Std. Error Mean
Pair 1 POSTTEST 32.94 32 6.942 1.227
PRETEST 22.50 32 6.164 1.090
Paired Samples Correlations
N Correlation Sig.
Pair 1 POSTTEST & PRETEST 32 .833 .000
‘ Paired Samples Test
Paired Differences
Mean Std. | Std. Error | 95% Confidence
Deviation| Mean Interval of the
Difference t df | Sig. (2-tailed)
Lower Upper
Pair 1| POSTTEST - PRETEST | 1044 | 3.860 .682 9.05 11.83 [15.296]31 .000

v d
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Paired Samples Statistics
Mean N Std. Deviation Std. Error Mean
Pair 1 POSTTEST 29.13 32 6.020 1.064
PRETEST 18.09 32 6.412 1.134
Paired Samples Correlations
N Correlation Sig.
Pair 1 POSTTEST & PRETEST 32 770 .000
Paired Samples Test
Paired Differences
Std. | Std. Error|95% Confidence
Deviation| Mean Interval of the
Difference t df | Sig. (2-tailed)
Lower | Upper
Pair 1| POSTTEST - PRETEST | 11.03 4.231 .748 9.51 12.56 [ 14.748 {31 .000
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