Ten golden rules for
successful business

Be nice to people on
your way up because
yvou will meet them on
your way down



1. Be positive




2. Be thoughtful

Remember names and faces
Don’t be shy

Ask for clarification



3. Be a good team player




4. Be interested

When you meet someone, try to
find a common interest



9. Be organized




6. Be punctual

Leave early to be sure you are not
late

Call to reschedule
Apologize if you are late

Accept apologies from other
people



1. Be prepared




8. Be polite
Identify yourself on the phone

Speak slowly and clearly

Return your phone calls



9. Be patient




10. Be loyal

Share your success

Congratulate colleagues



Are the sentences true or false?
If they are false, correct them.

NSB Retail Systems has offices in four
COUNLYIOS. civviiviniininiininaiannininnins

Geoff Becket runs NSB Retail Systems.
Nikki and Geoff both worked for IBM......
Nikki often works at weekends...............
The company supplies software to
retallers...................c.ciiiiiaiia

The Beckets have three children.............



True or false:

Nikki Becket likes employees to stay
with the company a long

The competition was sponsored by
IVioet & Chandon.....................



Write down correct words:

ENLYEPIENEUrs | ... .. i
Advantage = 3 i
Ventures = 3 iiiieiiiieiinininns
roundea . . . . .
INAUSIYY z3_ 5 iisicicsicncsscucnns
Predicts 3 6 o
Demand = 7 .



Put all types of questions to the
sentence:

Nikki Becket was yesterday named
Businesswoman of the year.




Put all types of questions to the
sentence:

A new McDonald’s opens in the world
every five hours.




Put all types of questions to the
sentence:

Ray Kroc opened his first restaurant in
[l1linois.




