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i Heil  Meetings | )

13781
Welcomea, averyona. IR EEHS,
Let's got stanad. i 1FEE0E,

R

If you have a mobile phona, could yvou please tum it off?

W FHL TR

Ken can’t come to this morning' s meeting. He sends his apologies.
BTFEHESRHEER, ERETERE,

&l

On the agenda, vou'll see there are three tems. HEEE, H1SEER
k2,

These are four main paints to discuss today, S E Bt 4 4 jaiE,

Tha first point on aur sgenda today is... SERWENE L

The background to the problem is...  [BEEMWRE-----

# FAa
We're here today to hear about plans for... B4 EFiSEEE -0,
What we want to do today is 1o reach a decision. . Bi1H+EZEEH—HRE.,

e s

I" d like to ask Mary to tefl us about... HIZEEETAH—H -

Would you like to introduce.. 7 {REETH—T - g7

| d fike to hear from Ron. BBPRFEFEAHEL,

| believe you wera going to cover the second pont, BEGSEH—TFE 4
W,
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MEEER - NiEE

Let's move on to the next point.  IREFHAT—F0H,
What's your view?  ERE 7

Does anyona have any questions?  HIFEETI?

Any comments? | E LT

s Hdl)

|* d like 1o ask you a question.  Hi 48 el fH—-7- (o] 5,

May | ask you a quastion? B L 5] —7- 5 #L7

S0, what vou'resaying is... 4, FRIEER

Could you be more specific?  $RREIREE S JLE?

Can you explain that in more detail?  (RERTEHREEE?

Sorry, |'m not quite clear about what you said. HAFE, BT KA
BE.

Feik B

Inmy view... Bikk---

This means... R

What | mean is... WAEER----

Sa, the main pointis.. AIFFRIREIER R -
It's obvious that... B -

#& Fifl
It seems toma... REZLBEH----
|z that clear now? FRERETHL?

Hhid

Sorry to interrupt, but | think... BAETEH—TF, |WiLH
Yes, goahead. Of, .

Sorry, please e me finish. MFE, HERDERRE.
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Rl

Can wa leave this until anothar date? 1015 3£ 57 A i g 7

Er, we can’ttalk about that now.  F{I1E & LTS E T,

I think we need more time to consider this. HEFNBETFEAH(EREE
lig. 98

(sl
Can wa have a short break now? WERNKES—IL, o7
| think we can close the maeting now, FRSWETRIH &R T,

&R

Just to summarize... BE&E—TF----
We' Il mest again next month, BATFE B AT

'.;.:! .: {T: @
W iEAEE, CLEEEREEH  REE 2
i HEE, e, Ssehe, RENG. mdk.

Diractor, Welcoma, everyone. |'m glad vou could all make % & A 18 8§ {3
it. The first point on our agenda today is introductons, Az # . SR T8
you might have noticed, we heve some new faces sround. &

Micola, would you like o introduce the naw markating

execulives in your team?

Marketing Manager. Certainly, Stephame. This iz Jane B - F
Smith and she is tha new marketing executive for the B85 A
Primary team, And this is Martin Corner, He is the new

marketing executive for the secordary team.
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| Director, Tnanks1 Nlmla I hu:rna YO 0 HEI u:iu your best = 3
: 1o make them feel welcome, Mow, David; | believe you :

i were- ooing to cover the sacond point

- Campaign Mana-ner That's right, Stephame The next |
: point on our agenda today is the Sales and Marketing :
Confarence in Dctober. It may seam like months away, :

L #eu
Markating Assistant. Sormy o Interupt, David, but do

bt trust me, before you know it, it will be here,

_ \,'uu hEl'..re the exact data for the mnfaram::a?

: Ca:rnpalm Marager: Yes, |do, it' ssmaduiad for Dl:'[ﬂbﬁr :

- 15t-8th,

fl‘uia-'rb:atlng.ﬁ.sslslant Thanks David.

. Campaign Managar, That 5 quite all rrght What 1" d Fke h:r E
P EM

. do in today " &5 meating is to brainstorm ideas for our main
avent We need to think of 8 themea, identify a presenter

and also decide on aome giveaways for the attendess. If

vou don't have ary questions, lat” & get stared.

B

THALEE
Ve

FEEUHE -
THRAERTHE

EEE, Wi, ARz Lad. $AcHUENT —GAAMHERE
¥ RN CEE NS F N —LHWIALT. Bd, ETHHE-

TF#EN A HE RS
MEMEN: SHETE, EFFE, ENER -
+H, #-fELT - B, HERZ

EWA, B R
AEGFEEEEE.

B, #ur, B, #EARALNE. AFAERHEENG. BT

#, AL, A EERERERF_HULREE,

FPEaZF: 28, FFFE. SASUNEBNE_MEXT I0AGAHHE

2
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i EHed, DAGERESERENLTAZA, Bk, £4%
FRTEd, EREHEEN.

R, i, AL, RETH-T, FE2F % a8
FrERES fipd, FUETION ] 8T8 B4

TEHRGE. MK, LT,

FEmES. TH#M. 24AHEL BRI ATERYRRKBEPTSETRE
U= ERERE &, #RER T2l M, RE—Z2FHA, FE
HE—ERPNAENE. DRAEENEETFESE, RINEFEL,

WREC
agenda W& attendes SE£E
background ¥ break HE# 2
conference il consider % &
commant 7 cover 138
dantify & interrupt §TH
introduce 7148 atwious 8K
schedubs i8] specific AL
summarize &5 themes £

#H:}EE o NP1 1 1§ R PF B B 8 P - 1§t A o £ o -0 e A B T o e 11
b clear about it FHA8 bramstarm idess WE
bt trust me HIEH ( FEAE ) axact date BiNE 4
axplain it in more dotad @R go ahead S

hisar from sh SREEA GBI mn polnt B

make it #] new face & £l

primary team E—8 reach a decision fEH BUE
the first point ¥ —10 tirr it off 25 [ L
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ik ¥ Task Assignments %)

e 1§
| would like you ta wark on ananahsis,  BENSRESE —TAdriEs,
|'d like you to ba in charga of this one.  ERAEFSENETHREENS,

il F 5 B afe
Whan do vou need it completed by? 1B EHHEREET
Do you have a brief for this analysis? M B HFSi5m07

UL T B

YWe nead it before the next meating, so0 how about by next Monday?  Fit
SR WHBE. FTR—E4#H?

| think this will take precedencea over your other progects,  HilHXTTEE
B A TRMELE .,

We'd like you o look at ten other websites. RINEREREE—T10%H
it o A

You shauld also incluge a summary at tha end of the report,  {RERESSRE
YRR SRS,

e R
Dan't worry. | can handbe it.  BE0, R,

&ARA

Would you ke screen shots?  SHEREEEILT

Make sure you read through the proposal.  fR—EER X PHEH,
| will have it done by Monday, REETE-—-WRA.
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@

HEEE . RN MR, BTSSR S .

a8, HIRT ., U T, " M.

Manager; Thanks for sending me the update. |"'m really
impressed with everything that you have accamplished
racenihy.

John- Thank you.
Manager . Since you did such a great job on analyzing the

results of the marketing survey, | wiould like you to Work
o & competitor analysis for our websita.

John: That sounds great. When do you need it compieted
by ?
tanager. We nead to send It out to the team betore ther

next rnean:ng. 5o hoaw albout by next Mn:-ndm.r'-'

Johr: 1" ve got a lot on my plate at the moment, but |’r this
is urgent. | weill peioritize this amnd h&'.-E it done by Monday

Manager: That's great. | think this will take precedence
over your other pmjec:tf-

' Johin, DK, Do vou have a briel lor this anall.'ms?

Manager- Yes. Wa'd fike you to look at ten other websliae ;

for content. design, target audience, navigatian,
available subscriptions and subscription pricas,

Johmg Wouwld you like screen shots!

(s

THEHTM.
#dEERAM

WHESEN

IR o

£ T HH1E 55 4L
i LA

HEEEE

ﬁHAﬁE#H

A



B HIE - DifE

Manager: Yes, that's a good idea, You should alscinclude a | 8 Rt fr
- summary at the and of the report, recommending areas that

WL

EF: SR ARAREN T HERES, HT AR EHARA RS
(5 5

SrEr: il

EW: RSN THAEE RS RE L4, BEASIERARNOMERS
A FRAAT— R4

N MEETH, DEAHRESTSR

EF; ERHANAFTRALUZW, RNEAL SR TR0, o w
BMEETH-E L4887

Bl AERTFIAERNH I, PR HE4AES, BoasEm s
TH—HxH.

=H: ARAFT. Al ENESFRERETRATE,

M R, BEMERANESHETE?

EW: Ho BNAREESH 0GR Mss, £4F, &, A&, H
BRAL. RS R M ErE, T -Rai,

Bl REEREREST

EW: T, SEEFHE. &8, FEBRLSEHEARASE, SESNE
EREdEm g TR,

accomplish FEAE anatysis MHTER, HFRS
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brief HEEM T, R finalized 2, =&

navigation SAT prioritize £ &M

proposal i+#1E, B8 recammend 33

raplicate Sk, B8 subscription 1T/

summany 25 update T {Eif @i
o S —
be impressad with... ¥t JEH R ba in charge of fi#
competitor analysis ESTF 447 discuss it in detsil i3 40142
have a lot on my plate FAEXETH  have it done by I BIRRE
marketing survey T 5105 read through 6

sorean shot BT take pracedence over... {L%&F-

target audience BEEEE

HITE2EH Rush Jobs

A0 T

5

VWe've had a last—-minute order in today,  SERINBIPAED T IS,

The deadline was May 15th, BRERIERESH 155,
Wa're on 8 pretty tight schedule.  FNEEEIRR.

gl B o

When are they due? {1 & R 27

What iz the order? iTEmREREMEAT

Have they been designed yet? RitFELSETHETNA?

| fhde ik

W Il all need to drop whatever we ' re doing to wark on this.

FROTEERAZIMES,
047
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HEEH OIRE

You may nead to put in some extra hours,  {RATETRESINHEE,
Come prepared to discuss it in detail. & TE 58,

& Fa

We don't have much lead—time, WMEEHAE A HEME,

It will be finalized in @ meeting this aftarmoon, #EXTFEFSBEEH.
We should ba able ta finish it just on time.  FNEEESERET.
Will we be paid over-time? 7 joE g

You cantaks time off in leu,  {RE71T7 R GakEe,

kRt i @
st FUHBRBAAA TN —GREES, A TNERAANTERH, LEN
HESW .

R WS, W ER RS R, R T

Manager, Thanks for coming to this meeting. | know it'sa =¥ FEFH
bit last minute. Sarah, would vou like 1o explain what wea'll
be working on for the mext few days?

Aszmistant Manager: Sure. We'va had a last-minute order FTHES. KW
in today. It's a big order and we don't have much lead— B T i)
time, sowe'llall need to drop whataver we're doing to

work an this.

Manager: Thanks Sarah. Does anyvone havae any questions?
. Mark. What is the order? L
- Manager: Wedding invitations for 7,000 peopls.

Park. And when are they dua? et T
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Mamager, Friday. That gives us two deys to complete
: tharm.
. Ed: Have they besn designed yet? WAk Ty
- Marsger. Mo, but the client has agreed to come in after
- lunch this aftermocn o agree on a design.
Janmy - Wil we need to work after hours? EipiEag

Manager. More than lkeby, ves: We'll try to avoid that, FHHEFE
but some of the teams may need to put in Some extra @
howrs.

Jenmy Wil we be pald over-timea?

Manager: Urforunately, you will not receive extra pay for 36080 5 47 do o &
extra hours on this project, but keep track of vour hours
and you can ake time off in Bau.

|- 5

A M AEEEEpE L, RPREEBRTHET. i, ke
AR A — TR AT AR RN THESDT

TR a8, SRANMAMEE TR, G2 HTR, ERNEFX
FywanE, HEENSIARTFIATELATRANESF,

0 WM. AR L E DT

Bx: TREAERTLY

£4: 1, 000 BHEHL N E.

B Al L REY

£ XMA, BRAMNRE 2 XHM,

S8 ARECERITETS?

EW: TRHA, EEFLEREFATYSREANAMENFE,

(a5



WK - NiEE

B #AEEiESY

2 Tig, BNEAIREEANA, EXLOTREERSTH —L8t
..

#ik: MRS GT

f4#; BFF, AFRFRALZXESFREER, Eili0HFE TR WEEDH
&, TEELERRAER M.

i =T

avaid & drop 0 F

due TANHM irvitation & WS

fieu B likely o] HE 8

unfortunately F3h

mmm ........

a hig order EiTH & last-minute order § SITH
a pratty tight schedule EYE M B agree on a design B EER—5
be paid over—tirme 35§80 HE & mutra hours HOHERSE]

i lieu keep track of .. i H T
lead-time & P itE mora than likely 84 ST
receive extra pay FELIDHE S take time off (58

wadding mvitation LMk & work aftar haurs filE

work o, e THF

0350



@ = A Tearmwork
EHER iR Scheduling a Project @

‘I LR

The new launch date will be February 26th. #FEEFAEETF 2 B 250,

In the contract, it says that all the work has to be dane by April 30th.  &F
EEXE 4 A 30 BN EREFES T &

Fiig H sl

This work will commeance during the begmning of October. EIHT{ERFE 10
BT,

They can completa the production process within ane month,  fh{f7a7 FE—
TRARAE™,

It will now have to be ready by the end of the year. S EFEMBSETES.

UERT s

We’ re working with ABC company on this project,. #Ef1ZEXTHMBEETES
ABC &8 &fk.

We nead to racruit fifty experienced workers. RINBEMRE 0 ESEFEE
0

[l i

YWhat should we do with the proposed changes? Hf1EFEEESBESRHE
i

I recommend keeping those deas in a log for later. RIBNITREEIXERE,
&S,

03l
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# A

The series should be ready to hit stores by mid-September. R2-TEF 9 H
L.

They will finaliza the design at the end of June. BN 6 BR A ER N
it AE.

We' re going to menufacture the parts in Qingdae. BIFERRE"—E
Bk

Just keep me updated on this project.  EPHERFLFERFERNE.
Barry will help with that to make sure we get it completed in tme.  AHER
ERMETRES, REsfi—180.

ik Ak ik @
HEEh: iemyaiigE, PEENERIIMEE. RAE S EHE ]
#l.
i S . AT SRR, S, fED, R
Director: As you know, we've spent the last week EEBHENE
discussing a new launch date for ocur product. Bob, would | 35
il [ee to fell everyone about the nenw date?
Bob- Certaindy. 1"m excited to tall you that the new launch | 7 & & 6 5 4
date will be Febraary 25th,

Director. That abviously has implications for each team. = # [7 0 (7 & &
Bob, what does that mean for the design team? T4

- Bob: This means that we are not going to be able to make W, it
any further changes until after the launch date. :

Ed, Sowhat should we do wath the proposed chenges?

052
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Bab: Good question. | eeommend keeping those ideas ina
log fior leter.

Ed: That sounds sensible.
Diractor- YWhat doas that mean for the content team? BE, REa

Bob: Well, all final contant wall now have 10 be ready by the % 55 & 3 R
end of tha year,

Felix . Wil we have any extra resources to help with the final - 37 % & 5 £
contant? #lL

Bob, Yas, Barry i the US will help with that ta make sure
wia get it completed in time,

Director: | you have any further gquestions, feel free to 37 (5] M b )
corme ti my office at any timsa,

F3

EEn. Eaiwid, PHENET—MeMEAEddFT 82 8. M
4, FFARETFAENES B BEST

M. FH. EAGXMEFAK, FEAHEAFERET 2N B,
EEE, BY, S AMATHERNEAER. Ny, dRAWTYT,
A B REEE LT

M, EESH, EEREFIEZY, ANFEEREAER,

B4 BDANSEENAERTHTHEL?

#gh, @A fTEESE. ARUETEERLRETHE, BEF N,

Rl TERRWE.

AEE. HTHESTEY, LE24F47

sdh: B, EhAESFERWRS AT RS NE.

TR, R — SRR RTR RSN AT
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wHEE - DIEE

b H., ARRANRE chES, dXEHCI LK LEh.
BER. bRAFEFHLAFE, RSl BRSeEH.

1 ¥ O U
commence FFEE S, T, BF imphcation 5] REE B | fER. SR )
launch | B3 ) B, %57 atwicusly B EHh

propase HER, il recommend

resoece 1R

wREE e e
sansible IR, SN as o know B0{RFR S

content team AR design team 2148

extra rasources HiERHR final content MEEETAME

have implications for... @5 halp with sth, ¥R | 59 |
keepinalog I8 T ¥ lasnch date £ B

make any further changes S 42 rrake sura TS
sound sensible MF iR

Pt TR r X Improving the Way We Work A

il i

| thought we should probably come ug with an irvoicing procedure,  BiLE
RFRNEERY —MF AR ERERF.

| babeve thera's a fairly easy way 1o improve the process,  S3BIEHE SR
b8 RN T
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St

| thought it would be a good idea o creata a guidelines document.  FEik 30l
BTN SR TRAEE,

| was thinking we'd put Clare on the case, HEFFSRERANEE,

She could start by creating a sample invoice,  #Ef B EFE—TEEH X,

HEHEE )
Have you done an anabysis of the costs nvolved? RS REE L ARIDT

U onTide id

This will be quite impartant, espacially as our department will be changing
soon, HEEEERE, HEERNSNFAxswEE,

It will work, for sure. BESHNRN.

BRI S @
P SR T AR, FMELLIRNER, FRr e . R
T MR W R R,

RS B, ETNE, b

Diractor. Looks Elca we've gnﬂan :hrn::ugh lha agenda, Did ~ B8R TR
you have any furthar points for dlsmsswm? 3

Manager: Actually, | do. Did you notice the new - Bl SR
gmdailnas an nvescing that came in ThE mmnlng? E% ¥ 30

: Director, Yes, |looked at it brmﬂv

: Manager Well, after | raad it I thought we ﬁhnuld A—#HilkEw
- probably come up with an invoicing procedure for the | & 8 {3 5,
dapartan ;
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M&EH - OilE
. Manager. If it's al right with '..I';:.|Li. IWEEI ﬂ'l;l.';kr.n;we’.;:i i ﬂi%ﬁ'#l. HJE
. put Clare on the case. B, st—#H

' Director. That would be a good project for her,

Manager: | would oversee it, of course, But | thought 3 4 B{& 88 1F
- she could start by creating a sample invoice, taking into = #2
account the new guidelmes that finance sent over,

Director, That makes sense,

hanagor: Imvaddifien, | thought it would be a good idea to - ¥ & 2f 43
craate a guidelines decument for aur fraelancers,

C BEERNER
departrnent? PR

Manager: Definitely, This will be quite important, .
especially as our department will be changing soon,

Director: Excadlent. | 'l be looking forward to seaing it,

P

REE, FEAANCELETUE, SENLETESEieg7
BOEE; ARAEV B8 ERFIRBSRLFOFHHEREYT
EER. &th, BABRAT—T.

HOER: Bi, AETHANE LSRN EFEERY -EHIFEEEY
EH.

EER. 24 ERTH.

HOEE: wREREHE, EEEShEIna Kb,

AW, AMBAERTFHMNEA,

HOEH: S¢, oUW IR EN. ERAAERESTUSRE 424
Podr WA, REtE—tEEHX,

056



HEE. gRyEHE,
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HEe: ki, RASSphTF S0 —TANIE, BATHEOER.
BEE. FaRENEas - IHST

HEH: 8. Z&ETE, HEERNMNFAREWHHE,

s, T, ARERTLH0HT.

T

actually TiF L, WL L
definitely BT, HEE
finance B35, &L

guideline kM, 15%

probably REEEH, NFEEH

be all right with sb, JEALLASE
creste a document for F-- -l —
3

nvoicing procedure % = 698 FF
kook foreeard to.., MEFERHE--- -

taka into account... @[

put sh. on the case iEFEAMIZE

briefly @Bk, I
especislly X, FFlih
frealancer FFepA B, BHERdEE
invoice B, FE®

come up with 88, i

get through. . 5 ----- o iR
hawe further points for H#FFERD
loak at it briefly XEETE

make sensa S

the naw guidalings on.,, &F- 5
A

i3 We've Gotl a bil]_lll Px_‘mhlem @

Fi M g

Wa'va got a small problem, {188 LR, | —FHEWRARE, 08

R HET )
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There® s another problam.  #F3&—-7[0)18,
The title is missing from the spine. BEERTHE.

R H
I m vary warned about the bugs, FHFTHEEEIEEEL,
I wauld like to Teal confident about the guality. HRHEDHEHERR .

RiE

Mow | know what' s wrang.  SRIRFE SRS RIL T -

| will have all of the problems solved.  FR{RIEERETE R,

| will have that changed right now. FRIFFES & %,

| waill de & final proot myself tonight.  $%ESEEHEE— M,

# F |

| will gat that fixed immediately,. BERETEESRE,

| don"t think you have anything to worry about. BRI HHEHHAFE G,
| do have some real concerns about the rast of the book, A TFHMHESLS,
PRI L

WS @
R TR CEEE AR R, R AR T SR m
¥, FORSTAER, RO

RIS PRHEARE . RN,

ikt
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: Director. It's the cover page of the new book. The authar's -
nama is spaflad wrong. '

Publsher. On, no, 1"l get that fixed immediataly. LM E K
By TWHRE

{2 R F e — 4

Pubdisher. Oh? What's that?
Director . The tte s missing from the spine,

Publisher. That's not good. | will have that changed right % F 3 8¢
no, - Are there ary other problems?
Diractor; Nat that |'ve seen. But | do have some real = B S E{H0F H
eoncems about the rest of the book. EiedR
' Publisher: | den't think you have anything to worry about. | i 1§ A 5 44 & i
The cover was done so guickly, 1'm not surprised there B 2431 78
are a few mistakes on it
' Director: That may be true, but | would like to feel - S8R HRAHERE
- confident about the quality of the boak,
Publisher: | understand, | will do a final proof myself  HEASTEE -
tonight.
Diractos: That's great, | lock forward to seemng the final
proof,

BT

BEE. MRS E LR,

WRE A . AT Y

el MELETHEAHTE. FHHETFHET.
HIRA: ®, T8 REEHERESX.
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EER. EH—4FE,
HEA: AT T4 FKT?
Bl #HLERTHE.

HEA: AMET. REEEERd R, TH 4 6 ED?
AEH: INAERAAREAN. Bf, #TaEANEaEs, ARER

'ﬁ":l':-

HEA: R SRARTLATECSH, HTHRFAE, FRHL— 28884

o | 174 .

B dffREn, ERRSEREASHNERY.
HAABMAT. YRAESCEFIURE A,

BEE., i, ASAEEENER.

bug #£48, WiE
confident B{E 8
fix L IE

miss Fi
gualrty FEE
spine P

a small problerm o8, /| HEE
be spelled wrong HES® T
final proof MIE MRS, g

hawe some rezl concems about,

concem 38

cover page #HE
immediately Zralih
proof #FE

sohee B

be done so quickly S{2E A

feel confident abaut... ®Bf----- T
get that fixed 2058

have that changad... 8E--

be warried about.. - Har



