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the structure of reports
and minutes

linking words and Discussion

expressions . . . . :
P 4] Why should companies invest time and money in community projects?

writing minutes

Model

B3 Mirratec Industries, a subsidiary of a multinational manufacturer of compressors for
refrigerators and air-conditioning units, has a plant in the small Polish town of Bychawa.
Read the report which Mirratec sent to Head Office, and the minutes of 2a management
committee meeting at Head Office, and answer the questions.

1  What are the arguments for and against involvement in the community centre project?
2 What did a) Head Office and b) Mirratec decide?

Bychawa Community Centre project

Earlier this year Mirratec was asked to invest in a project to
build a Community Centre in Bychawa. As a rule, group policy
is to give encouragement but only limited financial support to
such community projects. However, in this case it was thought
that the benefits to the company’s image justified more active
and extensive support, in particular after the recent difficult
negotiations with the local authorities over the access road

to the new workshop. Moreover, it was felt that employee
involvement in the project would bring substantial benefits

in terms of motivation and job satisfaction. It is therefore
recommended that the company should contribute 50% of the
funding; in addition, selected employees should manage key
areas of the project during work time, such as design, fund-
raising and construction.

Naturally, the project will require a high level of commitment
from our staff in order to complete all stages on time, and it is
hoped that department managers will be able to reduce staff
workloads for the duration of the project.

In conclusion, it is believed that the community and the
company will derive numerous benefits from the project and that
overall, the company’s image within the community will be greatly
improved. It is expected that an ongoing close relationship with
the community will have a positive effect on two strategic areas
of our development, namely expansion of our manufacturing
facilities and recruitment of our workforce locally.

Minutes of the Management Committee meeting, 15 April
Attendees: Jan Navratil, MD; Ines Caba, Production; Christopher Taberley, Finance

1. Bychawa Community Centre. JN reported that the plan had been favourably received at head office.
Even so, there were concerns about the size of the investment and the project’s impact on productivity.
But he stressed that group management were aware of the need for good relations with local
communities, and would support Mirratec’s decision. Consequently, JN felt that they should go ahead.

IC agreed that it was important to improve public relations, but emphasised the risks involved for
production, for example, absenteeism and quality issues. She claimed that the project could become an
excuse to take time off work, especially during the construction phase in the summer.

CT reminded the meeting that only a small number of employees would be concerned. Obviously
department managers would organize cover for any absences. In other words, production should not
be affected. Furthermore, managers of other departments were very happy with the project on the
whole. In brief, he suggested that the benefits in developing team spirit were clearly far greater than
any potential risk to productivity. Finally, it was agreed that the project should be approved.
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