Assignment 3                                                                                                                                                                                          Notice
Marketing Department Meeting

All employees of the marketing department of Zamil Industrial are invited to attend a meeting on Tuesday the 10th October 2017 at 2:30 pm in the marketing manager’s office.
                                                                      Agenda
1. Apologies for absence
2. Matters arising
3. Advertising costs
4. Dubai Trade fair
5. Last month’s sales figures
6. A.O.B.
7. Date of next meeting
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Read carefully the proceedings of the marketing department meeting of Zamil Industrial Company held on 10 Oct. 2017 at the Marketing Manager’s office. Write the minutes of the meeting.

	Marketing Manager - Right, it’s half past two so I declare the meeting open.  I see that someone is missing.  Do we have any apologies for absence?
Secretary - Yes, Mr Ali Al-Omri, the salesman from Riyadh, could not get on the plane.  He telephoned to give his apologies.
Marketing Manager - Thank you.  Are there any matters arising from the last meeting?  No?  Then we can go straight on to the first item of the agenda - advertising costs.  I’m pleased to say that everybody has kept inside the budget for advertising.  In fact, we have money available for a bit more advertising.  I think we should target the expatriate customers in the Kingdom, and I suggest that we do this by placing advertisements in the English-language newspaper, the “Arab News”.
Ali Al-Harbi - I think we should use both the “Arab News” and the “Saudi Gazette”.   Sometimes, people buy one of them but not the other.  If we advertise in both newspapers, we can reach all the expatriate customers.
MM - Very true.  All right, I propose that we advertise for one week in both the “Arab News” and the “Saudi Gazette”.  Will anyone second that proposal?
Ali Al-Harbi - Yes, I second that.
MM - Thank you.  Anyone against?  No?  Then the proposal is carried unanimously.  Now, the next item on the agenda is the Dubai Trade Fair.  I’m sorry to say that we will not be attending the trade fair this year.
 Ahmed Arab - Oh! That’s a pity.  I always enjoy a trip to Dubai!
MM - Don’t we all!  However, we spent a lot of money last year on a display at the trade fair, and we got no business out of it at all, so we can’t justify another trip there.  Sorry about that, gentlemen!  Now, what’s next on the agenda Mr Secretary?
Secretary - Last month’s sales figures, sir.
MM - Oh, yes, that’s right.  Well, the sales figures went up again last month.  That’s four months in a row that our sales have increased.  That’s a very good performance by the sales staff, so congratulations to you all.  It also shows that we are advertising in the right places.  Keep it up.  That’s all I have to say about things this afternoon.  Does anyone have any other business to bring up?
Ali Al-Harbi - Yes. I would like to ask if we are getting a bonus this year, in view of the good sales figures and the careful management of the advertising budget.
MM - Well, I have not heard anything about a bonus yet, but I think you are right and I will certainly bring the matter up with the Managing Director next week.  Any other business?  No?  Then I will just say that our next meeting will be here next month at the same time. It will be on 12th Nov. 2017.  Thank you for coming, gentlemen.  It is 3:30 pm now and I declare this meeting adjourned.

                                                                                                              
	                                                                            


                                                                           MINUTES OF THE MEETING
	DATE
	

	TIME
	

	PLACE
	

	OBJECTIVES
	

	ATTENDEES
	

	TEAM LEADER
	


                                                                                              AGENDA
	
APOLOGIES FOR ABSENCE

	

	
MATTERS ARISING

	

	                                                                                               DISCUSSION

	
1
	




	
2

	




	
3

	




	
4

	



	
5

	



	
ANY OTHER BUSINESS
	



	
CONCLUSION

	









[bookmark: _GoBack]                                                                                                              SIGNATURE	SIGNATURE

image1.jpeg




