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DaytoDay Officel] O O [ 1 Faxes[] [1 2 Telephone Callst] (I 3 Making Telephone AppointmentsC] (I [1 [1 4
Memos[] [0 [0 5 Business Correspondenceld [ [0 [1 6 Placing an Order[] [0 [0 Office TalkO O O O O 7
CoWorkers[ [ 8 Bosses[] [1 9 Brainstorming[] [ [0 [0 10 Commutingd O O [0 O O 0O 11 The Working Lunch
O O O O Business Trip O O O 12 International Business Travel(d OO O [0 [0 [0 13 Dressing for Business [ [
[0 14 Hotel Situations[] [0 [0 0 15 Negotiating the Subway[d [0 [0 Client Reception O O O 16 Receiving Clients
0 O O O 17 Entertaining ClientsdI O O O 18 Accommodating Foreign Clientstd O O O [0 [0 19 Factory Tours[]
O O O Business Communi zations O O O 20 Personal Introductionst O O O 21 Small Talksd [0 22 Defivefing
Bad News[] [0 [0 (O O 23 Polite Questions[] [ [ [0 24 FarewellsC] (I Negotiationd [ 25 Clarifying the Stakes[]
O O 0O O 0O 26 Making Concessionst] [ [0 [0 27 Discussing the Bottom Linel] [0 [J [ 28 Accepting and
Confirmingd OO O 0O O 29 Hard Bargainers VVSSoft Bargainers] [0 0 0 0 O O O O O O Company
OrganizationJ [0 [0 00 30 CEOL [0 [J [0 31 Stockholdersd [ 32 Board ofDirectors(] [J [ 33 Manageri Staff(] [
[0 [0 34 Laborial Staff(] [0 [0 [ Meetings and Interviews[ [J [J [0 [J 35 Executing Meetings [ 36 Performance
Reviews [0 00 O 37 AgendasC] [ O [ 38 Making RequeststJ [J [0 O Presentationst] O [J [J 39 Preparation and
Developing Your Topic O O O O [ 40 Introductions and Beginningst) [0 O O [J 41 Making Transitions in the
Boay of the Presental] U [J [0 O O 42 Conclusionsd [0 43 O&A (Question and Answer Period)] O O [J DatalJ
0 0O O 44 TrendsJ O 45 Systems [ 46 Schedufingd O O 00 47 SWOT An[J sistJ O [0 O 48 Statistical Reports
00000 O Technologyd O 49 EmadU O [0 [0 50 Computer TechnologyO O [0 O O 51 Running an Intemet
Businesst] O [0 [0 O 52 Electronic Gadgets[] U [ [J 53 Webbased Marketingl) [J [J O Financial Topicst O [
[1 54 Costing[] [0 55 Budgets[] [ 56 Auditing] [0 57 The Economy[] [ 58 Fundraising[] [1 Legal TopicsC [ [
[0 59 Confidentiality] [0 60 Lawyers[] [0 61 Contracts] [0 62 Copyright(] [0 63 Patents[] [1 64 Environmental
Regulations O O OO Marketing Topicst O O [ 65 Marketing Surveys] [ [J [1 66 Target Audiencel] [0 [0 I

[0 67 Print and Media Advertisingd O O O O O O 68 Promotional Events [ [ [0 69 Developing the Market[]
00 O O Sales Topicst O O O 70 Selling Points] [ 71 Trade Shows[J [0 [0 [0 72 Sales Reviews[] 00 00 0 O 73
Product Demonstrations] [ [0 O 74 FoUowing up on Leads OJ [0 [0 75 Customer Service[d [ [

O International Topicsd O O O 76 Sourcingd O O O 77 Export Import O O O O 78 Exchange Rates[] [0 79
International Greeting Methods OO [0 [0 [0 [0 Big Business [ [0 [ 80 MergersC] [1 81 Competition] [1 82
Climbing the Corpira te Ladder(] [0 (O [J O 83 Branch Officest] [ [1 [0 84 Consulting] [0 Employment Practices
0 0O O O 85 Fair Payd O [ [J 86 Recruiting Pe~onneld [0 [0 [J 87 Retirement [ 88 Partnershipd [ [J [J 89
R&ume6s] [ 90 Job Interviews[] O O O Social and Equality Issuest] 00 0O O O O [J 91 Women in the Workforce
0 0O O O 92 Discrimination] [ 93 Weffare[d [ 94 Labor Unionst [0 95 Strikes and DemonstrationsC! O [ [J
0 O O Continuing Education] [0 O O 96 Management Trainingl] O O O O O 97 Seminarstd Workshops( O
0O 0O 0O 0O O 98 Company Retreatst] [ [0 0 99 TeambuildingD O O 0100 MBAD O OO 0O O
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O O Copyright O 00 00 O O O AO Tell your graphic artists to go back to the drawing board for our new logo
design. I just saw the prototype that came out of your department last week. It just won’ twork.[J [0 BOO Why?
What' s the problem? O AL Itis way too similar to the Nike swoosh. Don’ tyou know? That’ s copyrighted.
If we come out with something even close to the design they have, we could be legally liable. They’ dsueusina
heartbeat.(] (J BOI | saw the design. We had a team of all-star designers on it. 1 don’  t[J think it resembled Nike’
slogoatall. That' sa huge stretch of the imagination to say our design would violate their copyright.[] 00 AC Our
legal department doesn’ t think so. They reviewed the copyrighted images from Nike. After discussion with our
general manager, they determined it would be copyright infringement to place this design on our products. It" s
better to be safe than sorry.[J [0 BO What if we modified the design a little bit. Say we change the color. Do you
think that would be enough to differentiate from the copyrighted image?] [0 AL Nope. The verdict from the legal
department is to start from scratch. This time come up with something more creative.[] [1 B[] More creative?[]

[0 AJ Not only do we have to worry about not overstepping bounds with copyright, but we also want something
different from everyone else. We want to stand out to our consumers. Come up with something good, then well set
our own copyright on it.C] [0 BJ Okay. Looks like it" sbacktosquareone. 0 D AOD OO OOOOOOOO0O
O0o0d0oooooooooooo
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00O 0O OO O Performance Reviews [0 [0 00 O 0O O O O AL Let” sgo over Friday’ s performance reviews. ]
[0 BO Most of them were pretty positive. Take Tom Clark for example. He” s extroverted, which makes him a
very effective salesman. You can see his sales for this quarter are a record high for our company. He’ s also
easygoing and very friendly. Add that to his good looks, and you can see why he’ s so popular, in and out of the
office!d] O AO Yes, I' vealso heard that he’ salady’ sman. Well, that is actually a strike against him in the
performance review. It seems like he has trouble keeping his private life and professional life separate. He has been
involved in several office romances that have been detrimental to employee professionalism and performance.[]
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[0 BO He was censored for the two incidents, and since then, he has corrected his behavior. I think that says a lot
for his character..] OO Al Do you recommend him for a raise, then?] [0 BO | think he” s deserving of a
promotion because he has brought a lot of profit to the company.[] [0 ALl What about John Martin? His report
wasn’ tso hot. He’ s always making excuses, he has no common sense, and he lacks responsibility.(] (0 BO You
can see his sales record is less than impressive. He is hard to deal with. After disciplinary action, he complained to
the Board of Directors with charges of discrimination. It seems he always ignores his faults and criticizes others.[]
[0 A Just between you and me, I can’  tstand the guy. Butit’ s very difficult to fire him. He landed this position
because of his parents. They are very influential stockholders. O D AO OO OOOOOOOOOOOOO
OOBOOOODOODOOOOO
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