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OBJECTIVES

To give a general overview To present business impact To number and prioritize issues
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Read the following article aloud.

EXERCISE1 0. o000
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To : Mark, Kumi, John, Daiwei
From : Carlotta
Subject : Update (Clarkson) for work week 21

Hi all,

Here’s my weekly update on the Clarkson account.
The broad summary is that expected revenues will fall 20% next quarter.

Highlights

The print campaign was launched this week,

and we got good feedback from Clarkson’s president, Simon Greenwell,
on the appearance of the ads.

Their customer service team reported a 20% hike in inquiries

on the day of the launch, and a 40% increase the following day:.

Lowlights

Clarkson is backing down on the budget for TV spots.

Initially, they talked about spending $5 million.

However, now they claim that due to financial issues

they need to cut that amount in half.

This will have a negative impact on revenue in the third quarter.

Issues & plans

I have one low-priority issue : Katie Helms, my counterpart at Clarkson,

has suddenly left her post. Clarkson hasn’t named her replacement yet.

I plan to clear time on my schedule to meet with the replacement after one is selected.

Best regards,
Carlotta
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Fill in the blanks and read the dialogue.
EXERCISE 2

To : Mark, Kumi, John, Daiwei
From : Carlotta
Subject : Update (Clarkson) for work week 21

Hi all,

Here’s my on the Clarkson account.
The broad summary is that expected revenues will fall 20% next quarter.

Highlights
The was launched this week,
and we got from Clarkson’s , Simon Greenwell,

on the appearance of the ads.
Their customer service team reported a 20% .
on the day of the , and a 40% increase the following day.

Lowlights
Clarkson is ______ the budget for TV spots.
, they talked about spending $5 million.
, now they claim that ___ __ financial issues
they need to cut that in half.
This will have a negative impact on revenue in the third quarter.

Issues & plans

I have one low-priority issue : Katie Helms, my counterpart at Clarkson,
___suddenly . Clarkson hasn’t her replacement yet.
I plan to clear time on my schedule to meet with the replacement after one is

Best regards,
Carlotta

FOLLOW UP QUESTIONS | st 4

» What is mentioned about Simon Greenwell? . 4. He has increased his budget.

b. He designed the advertisement.
¢. He canceled the campaign.

d. He likes the print ads.

» What does Carlotta plan to do? - a. Keep her schedule free for a meeting
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b. Replace Katie Helms
¢. Spend more on TV advertising

d. Send some feedback to Clarkson
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Practice speaking using the following scenarios.

EXERCISE3 o o i

Talkl You need to present a business update to your manager (your teacher).

You have found a new customer, and you expect your revenues to go up next quarter
by 15%. Give your manager a general overview and present the business impact.

Talk2 You are presenting a business update to your CFO (your teacher).

You have the following issues.

-« A customer needs to delay payment. (high priority)
-+ A payment to a vendor is late. (mid priority)
-+ You forgot to claim some expenses last month. (low priority)

Present your issues. Number and prioritize them.

Talk3 You need to present a business update to your company’s president (your teacher).

Your department has cut costs this year, and you expect your profits to go up

this year by 2.5%. You have one high-priority issue. You urgently need new staft.
You also have one low-priority issue. Some office equipment needs to be replaced.
Give a general overview and present the business impact.

Number and prioritize your issues.

WORDS & PHRASES | #- nazsomn
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