
[bookmark: _GoBack][image: ]Name: ____________________________________     ID#: _________________     Sec: ……             ______/20

	                                                                                                                                      ENG                             201


ENG 201 TECHNICAL REPORT WRITING                     CLASS WORK     ( with answer)                              
Question  
Read carefully the proceedings of a meeting given below the agenda. Write the minutes of the meeting. 
All senior managers are requested to attend the monthly meeting on 12 October 2017 at 10 15 AM in the Managing Director’s office. Attendance is mandatory. 
                                                                                       Agenda
1. Apologies for absence                                                                                 [image: images]

1. Matters arising
1. Security
1. Stationery                                                   
1. Smoking
1. Training
1. Salary Raise
1. Any Other Business (AOB)
Proceedings  of the Meeting
Managing Director – Good morning everyone and welcome to the monthly meeting of SABIC HUMAN RESOU-
                                       RCES DEPARTMENT.  It is 10 15 AM and I declare the meeting open. I see that some of the mana-
                                       gers are absent today. Do we have excuses for these absences?

Secretary                  -  Mr Ferras Ahmed is in Singapore and Mr Khalid Ali is in hospital due to illness. Both apologized.

Managing Director – Ok let us start. The first item on the agenda is Security issues. Many problems are caused due to 
                                      leaving offices open even after working hours. As we all know, every office has confidential info-
                                      rmation that can be useful  to our competitors.  Too many employees leave offices open.  A visitor 
                                      passing through an office can easily pick up some of these information. This must stop. From now
                                      on all offices must be locked after work hours.

General Manager –   Last year somebody took some secret files from one of the offices here.

Managing Director – Secretary, please send a memo in my name to all staff that anyone who leaves his office open will
                                     receive a warning letter. Does everyone agree upon this decision?....Yes?  ok

Secretary                -   I will do it immediately after this meeting.

Managing Director –Now we move on to the next item. 
                                     It is about wasting stationery items like white papers, chart papers, envelopes, markers, pens, etc.
                                     We need to stop this bad practice. Managers should appoint a responsible person in each 
                                     department to take action against this wastage of stationery.

General Manager -   That is right. I second the MD’s proposal to appoint a responsible person. 

Managing Director -  Hope nobody has a different opinion. No?    ….Ok  … That is agreed upon. Shall we discuss the next
                                     item? Well, it has been noticed that too many employees are smoking in the offices. This must be 
                                     stopped with immediate effect. Smoking is forbidden anywhere on the company premises. It is not 
                                     healthy for people. It is dangerous for our property.




Safety Officer        -   Last year someone dropped a cigarette somewhere in our premises and that caused a fire in the 
                                     factory. Nobody is ready to obey rules, it seems. Without a penalty no one is going to stop this.

Managing Director – Our secretary can send a memo in my name to all employees saying that anyone caught smoking 
                                     inside the buildings will be suspended. Anyone in favor of smoking inside our buildings? No? ..good.

Secretary                -  Very good idea. Smoking is really very dangerous. I will send the memo today itself.

Managing Director – The next topic of discussion is training for the newly recruited employees.  I would like to hear from
                                     the training center manager about this.

Training Manager  -  The schedule for the training is almost ready. We can start the training by next week..

Managing Director -  Do you all agree with the training center manager?

General Manager   -  I have an objection. There are a few new employees joining our company on 25 March. So, it will 
                                     be good to start the training after that. 

Managing Director - Training center manager, what do you say?  Can we start the training sometime after 25 March. ?

Training Manager   -  I agree with you.

Managing Director -  Ok. That matter is settled. What next? Do we have anything else to discuss today?

Accounts Manager -   Of course. We have an important item on the agenda. It is about salary raise. Employees expect an 
                                      annual salary raise of 5% this time.  As the company is performing very well and the profit is high,
                                      can’t we afford a raise in salary?

Managing Director -  Yes. Our employees deserve that. They work hard. I think there should be a good increase in salary.

Production Manager – I support that. In my opinion, employees should be given more than 5% if everyone here agrees.

Managing Director   - I propose an increase of 7%. Anyone against?  None?.....Ok the  decision is unanimous.  Next item?

Secretary                   - Only AO B ( any other business)  It is about the working hours on Saturdays.

Managing Director   - Unfortunately there is no time to discuss this today. Postpone it to our next meeting on 
                                       12 Nov. 2017. Do you all agree?   ….what?...ok … no objection… good.  It is 11 10 AM now.
                                       The meeting is adjourned. We will meet again next month in my office at 10 AM 














                                                                                                                    
	                                                     SABIC HUMAN RESOURCES DEPARTMENT MEETING                                         


                                                                           MINUTES OF THE MEETING
	DATE
	12 October 2017

	TIME
	10 15 A M

	PLACE
	Managing Director’s Office

	 OBJECTIVES
	Monthly Meeting

	ATTENDEES
	All Managers, Safety Officer, and Secretary

	TEAM LEADER
	Managing Director


                                                                                              AGENDA
	
APOLOGIES FOR ABSENCE

	
Ferras Ahmed (in Singapore) and Khalid Ali (in hospital). Apologized.

	
MATTERS ARISING

	
There were no matters arising.

	                                                                                               DISCUSSION

	
1 Security

	The Managing Director instructed the secretary to send a memo in the MD’s name to all staff saying that if anyone leaves his office open after working hours will be issued a warning letter. Everyone agreed. 
The secretary said that he would send the memo soon.

	
2 Stationery

	The MD suggested that the managers should appoint a responsible person in each department to take action against wasting stationery.
The General Manager seconded (supported) the MD’s proposal and all others agreed

	
3 Smoking

	The secretary was instructed by the MD to send a memo in MD’s name to all employees stating that anyone caught smoking inside the company buildings will be suspended. All favored this idea. 
The secretary said that he would send the memo that day itself.

	
4 Training

	The GM objected the Training Manager’s proposal to start the training by next week. The MD requested the TM to start the training after 25 March to benefit the newly joining employees. The TM agreed with the MD.

	
5 Salary Raise

	The Accounts Manager enquired if the employees can be offered an annual salary raise of 5%. The Production Manager suggested a raise of more than 5%. The MD finalized the matter by proposing an increase of 7% in the employees’ annual salary. All agreed.

	
ANY OTHER BUSINESS
	
The Secretary reminded about the working hours on Saturdays. But, as the time was short, the MD postponed this item on the agenda to the next meeting for discussion. There was no objection to this.


	
CONCLUSION
	
The meeting was adjourned at 11 10 AM. The next meeting will be on 12 November 2017 at 10 AM in the MD’s office.
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