%7&#‘5/5’”

é ngbi/yh/ ﬁ(m/
Chkel t~,i O nal

m@d@ L lC
& me@zf@n@




'G wg/l/i/a/lfv ﬁ(w
International

Academic
Conferences

DL

EXKF WK



MAERE
A HO 8 RS ISR 1 Bt R 22 IS F 4% % RS SCRGETERS 975 18 L i S0
UFR I 5 NG TT 5 450, MU B m) 5 28 5 O 0, S TR L R RSO A B e RS AT
RGRIET TR, €T AZ S b w R ISR ARA R 55— TR T3 & ]
2 RYEIBFRIAAE S AHOM A (LBEWF S0 PR Il i de W AR - BEAT Bl 0 &% 7 B
WL S

EHBERS&B (CIP) 1R

HPR2E RSN/ B ESERE 2 R —E K\ RN, 2004, 7
RIS BB R 515

ISBN 7-5624-2494-2

L. D% . EFREASR—3EIR— e —HH V. H3I
rp ] i A TR TR R CIP B0 #2057 (2004 ) 55 059459 5

KRB A Bl R I E
ERFERSWEHIE
B E OMEE @H%I% Herbert Pierson #F&
Ritgwia. 0 B0 RN TEE

age ROV IVES BMELN®R. 2 1B
BRA P BT BRART

LR K98
REE - SBRYMEINIES 174 SERAF(AKIA
fil4 . 400030
E5i%: (023) 65102378 65105781
£ H.(023) 65103686 65105565
Wtﬂ: : hllp /S www. cqup. com. ¢n
BRFE - k@ cqup. com. en (THIHEEELD)
FEMEBBSLE
(Sfpag ===l =l
FFAR.787 x960 1716 E[8K.15.75 =#7.265 F
2003 EE3AE VMR 2004 F78E2RR 2005 F 7 5FE 4 REIFY
EN¥.12 001—17 000
ISBN 7-5624-2494-2,H - 246 E7:20.00 75

AP UHEHR I FRE R, At AR IR
WA, EAER BN AAH
BIEREXHMMRHERYE EHEDR,



e

JUN 5

HA 21 LR, HENREHBEIARE R ERENEHBE
RBVINIR , Eir ARSI B MR, RN IARENRIELHENRE TE
P BENE R NTBNX—EE, ERAZEMRABRERAZ YIRS T
FRIBAS OZAEASE ERIE T A (BNAR PR AR (PUREF]
I EERERKEMBARTREAZNETHD, FS T XECKIM TR LR
BRI ) o

CRETARERBAIEN) BHIMEREI ZZFINRETNREHFEL
BEG £ BERHABB(RERHE) 1992 FMHOKERBEWHAREEE
(B—INBYHFAN) , HEEHENREHZINENESH. RSP,
BRI EARN -

. BEHKFEARR, XA T AN, 2B R EHE RS
. BRFRENREIDE, REFENZI/KE

B EOEEENM, EBRIEFHIESIcHE
INENEIRE NS 2 g o by F

. EERNOSHRERNERR, RENIZARRRBIF R,

B ITEIEZM BN KRR ERERIE” , 2RO K
ERBEXE/E#R:

— ER#. TBEMAU I THAE:

« FBRIABAERIETT. FMEHBU TR B EFEBSREZE
KR DBHEERE B RZ G, ERAREBANING, GRIA KBNS
TR AR RS ESERNLE,

 EEBSNARENBIETT. BENEASIESENIES KB TNRT, B
FEBSRHSEEMN, JIRBEHARESINEDNZARARPENES RN
Ko

« BFRMBSFZISEARNESZING G, TR 2 EAP A ESP IVHZ4F

oW N =

9]



L

=, S ISHREEIMEN NS HZAFEARBEHTIARMEF Ko
 FMEERT S IFIRMBEESSZINEH, IRREZEFZINEE

Mo

— MR#H. BREMNERTE, KIS, AR BTIEEEY
MRM—EREE LA T B = &5 R BUs BB F D BRI
RE, BXEFMIEIWHEAEN, AUMRIEESEHIEM, RIZERNE
MNOREES . BIBBE, BEMPHEINES . DENWRE, ARIFM LM ETU
TR T ASBE 2 AR B,

= ABIF. RRIHFMNS T DM LH L3 81, 2 ABEB—#,
XFABICF IR AEN, At e 28508 DURe2E X IR GA MRS RE
SARENAER, Bt E2838; USEREHFNREEZNAEAR,. B ERE
SCAEBY.

KA B TS EWN

(AREEBESSEIR) L 2 i)  BY SO EEEFIFRBL W THR
FHREBITORGE. S FBRERE, BETUTAAARE. BRI APRR
A HSEABONEREGSTIRAENIISGENNESE RN, T HINTBIEHN, &
=B B2 E B4, 2B B EITHA Quick Flash, Chatroom, Sound Lab,
Word Bank, Bookshelf, Word Processing, Reading for Fun EARIREN ., AZEI2IHRF
TEEFMLIFEAPILREET , RIESIMESRENSEIEL R,

(AREMBIMREE)GL 2 i) BBUAFE NPV EAEZET, UG
OHE . LIEEBRERS) BRBFE. SR GSRB) AT EAHEITR
HZE), SMIGIRESZERNITHE N NOSKRIEE N, BETRE=THZ
FZEINER . SISHER U7/ 1Es0 NBET. WHBOBIARIMEDBIE, JIRKMZ
HEVGARESSEMERKY LT NEF@E DI GEE. B8O Z20T0
BONER B, REKAE, BRI BAM JEESMABRRMERE R

(AREEBFENSEHE)CL 2 i) A2 ERIEIM A ABAF A B SITEH
BV E , EERAHRNIEREN, ANy L 2. AREFAEN. BRITZH
M TN E, —FENRERSE, X ZHEBRG I LY BEGS; —FBA
WL, CEZHERGS . 3R TRETZHSABTTIREXNSESLGY. &

&

2



&

PEANRRBIESENIE BB, ERE8E, FIRFSIE.JIN, BHER.

(AREBESIEHIE) JSTER SERBSE MBI INSIEXS (S,
AR FER ISR PR N EL, (N E—PRB LA RIS BRI,
S S AN EHTIBR DM, HREHTHINSIFER. A3 QNE
MASBHIER, NEHEFERR, B8P LR,

(EFESARSNEE) SBIASENIH, BEEFZRZWONARSER, FA
CXRENBHNSIE, CUEHN TS B SER, BB RGUSEMSOE, IR
B+ B TARESNERSZARGHTRANESS) 1 F. e —DBRIRZE
EfRSEASINRAEATNR, S— BB T RSO IBFEARIIERIARE o

AEYEFMRR IDBRRSEE T cENSERRFOERAFHBEINZE
BEIES. EHEOEBEWHAREHBERSHR) (AR EBRISEEE) (i
REFEIMR IR ENMNREANIEEHTITHE, RE T EROT M. X
EHMRRNTER, B U ERNXILVESO AT, Tk, Bt 1=n
RRONGE | B, ATERVIR B ARYEM RS LRONT B R
ik

BEH
2003 £ 7 A



ACKNOWLEDGMENTS

This book is not just the product of the authors. It is the result of years of learning
from people who are our teachers, our colleagues, our students, and our friends.
Every conference, seminar, or lesson we have attended or conducted has taught us
invaluable lessons that encouraged us to work on this book. We give special thanks
to our colleagues Lai Peng, Du Ming, and Feng Wei for their helpful ideas and sug-
gestions for this book. We also give thanks to our students, who offered us many of
the samples in this book.



FOREWORD

When I first learmed of the plans for the writing of a book on the use of English at

international academic conferences, I was delighted. In recent years, intermational
conferences in many academic fields have seen a dramatic increase in the number of
non-native speakers of English attending and presenting papers at such gatherings. And in
my own work with international graduate students, I have been struck by how many
requests I received to help them prepare conference abstracts, to review drafts of their
conference papers, and to comment on the visual aids they have created. Many students
have also mentioned how much they would like to eriroll in courses which provide such
information. I know from comments made by many colleagues that I am hardly alone in
receiving such requests or hearing of the desire for access to materials which would help
both graduate students and newer faculty members participate meaningfully and
effectively in the challenging experience of presenting conference papers.
Now that I have seen English for International Academic Conferences by Professors Zeng Lei,
Lin Zequan, Fu Xiaoling, and Herbert Pierson, I know that the kind of resource I and
many, many others have long hoped for is available. This volume is a wonderfully timely
and truly comprehensive contribution to our understanding of the unique and important
genre known as conference presentations, one that is long overdue and that should more
than fulfill the wishes of non-native speakers of English seeking the kinds of assistance I
mentioned earlier.

This book impresses in so many ways, from the wide range of important topics
covered in its thirteen units and supporting chapters to the wealth of information
contained inside each unit. The authors provide every type of information imaginable and
relevant to conference presentations, including (but not limited to) learned insights into



the expectations and nuances of international conferences, valuable tips and suggestions
on how to prepare various conference materials, highly illustrative samples of conference
documents and the organizational and linguistic devices used in them, and helpful
exercises on the preparation of such materials.

This richly endowed and highly readable volume fills a major hole in the professional
literature and should be of inestimable value to its future readers. It is difficult to imagine
a more useful or all-compassing book on conference presentations than this one. The
wishes of many, many graduate students and faculty members have been answered with
the arrival of this book, and it will be a pleasure to see, at future conferences, how its
readers apply the extraordinary range and depth of the lessons it teaches.

Alan Hirvela, Ph.D
Assistant Professor
Foreign/Second Language Education Program Ohio State University
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introduction

English for International Academic Conferences has been conceived and
produced to fill an important linguistic and educational need in China. Students in
many different academic disciplines all over the nation are participating in an
increasing number of international conferences where English is the medium of
communication. The book is also a contribution to the list of practical academic
books in the growing field of English for Specific Purposes (ESP).

The intended aundience of this book is postgraduate students, and it expressly
guides them in international conference organizing, paper writing, and speech
presenting. The book has four underlying global themes: conference information,
academic paper writing, academic speech writing, and presentation skills. It is laid
out in 13 instructional units and addresses both principles and skills, taking learners
systematically through the key stages of organizing a conference: asking for
information; preparing an academic paper, an abstract, and a speech manuscript;
rehearsing, starting, developing, and ending a conference speech presentation;
handling and raising questions after a presentation; and evaluating a presentation.
The last part of the book simulates an actual international academic conference
during a class period, in which every student participates in some significant ways.

More specifically, the book touches, in analytical detail, on the essential
components of planning, running, and joining in an international conference, both
from the viewpoints of an organizer and a participant. The authors of this book take
a comprehensive approach in the 13 instructional units. Unit One covers globally the
preliminary elements of organizing a conference, touching upon essential but often
overlooked practical details of initiating a successful conference. Unit Two deals with
the basic communication issues of conference organization. Learners are introduced
to information sources such as academic journals and periodicals, and the whole new
area of information searches on the Internet. In this unit learners are required to do a
hands-on Internet search for an international conference in their own academic field.



Unit Three focuses on developing and drafting a conference paper, covering the
essential elements of writing a good paper — title, abstract, keywords, first draft,
references and bibliography. The steps in writing a conference paper are worked out
with the advice that, in the first draft, the learner should concentrate on the content
and not be overly concemed about the form — grammar, usage, and vocabulary —
until the proofreading stage of the final draft.

Unit Four deals with the practical task of preparing a conference speech script.
The distinction between spoken language and written language is clarified so that the
learners realize that it is best not to present a paper in the wordy language of a book.

Unit Five focuses on the introductory parts of the conference presentation. The
“hook” and other ways to catch an audience’s attention are mentioned. Unit Six is
concerned with drafting the speech itself, while Unit Seven discusses the conclusion
of the conference speech and covers such details as the discourse signals and what is
called “finishing off” the speech.

Unit Eight provides insight into the ways of asking and answering questions. The
art of handling questions is analyzed in depth, covering such topics as choosing
questioners, listening to questions, welcoming questions, repeating or paraphrasing
questions, and an exhortation to reply clearly, briefly, and courteously to
questioners.

Unit Nine deals with the task of chairing a conference, using a sophisticated but
accessible discourse analysis approach.

Unit Ten brings the learner back to the hard work of practicing and perfecting
the presentation. This unit differentiates an effective delivery from an ineffective
one. This is followed by a section on how to produce effective audio-visual aids and
handouts. There is also some helpful advice on how to overcome stage fright, some-
thing that many speakers experience.

Unit Eleven deals with evaluating the effectiveness of a presentation. A very
detailed evaluation form is provided.

Unit Twelve gives some advice on how to be a good listener at a conference,
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and passes on guidance on how to engage in small talk or informal conversations
during the coffee or tea break.

Finally, Unit Thirteen is a practical synthesis of the preceding twelve units. A
conference planning schedule is presented along with a very detailed sample Call for
Papers. This is followed by a mock conference agenda, including such items as a
venue map and the schedule for the conference sessions. There is an example of
opening remarks as well as a sample closing address.

The end of the book covers the assessment for those students using this book.
The assessment could be based on the following factors: weekly class assignments,
attendance and classroom performance, evaluation of draft presentation papers, and
participation in the simulated conference at the end of the term.

The topics in this book are organized to ensure discussion and practice of the es-
sential steps in conference organization, paper drafting, preparation, speech
presentation, and evaluation. Although the units are integrated to match the
sequence of an actual conference procedure, each unit stands as a self-contained
entity. Thus, instructors can reorder the units for the immediate needs and according
to the capabilities of their students.

The authors believe that students who diligently study with this book will benefit
substantially in their English competence and grow in confidence. Not only will they
be exposed to a substantial amount of English, but they will acquire the principles of
organizing, running, and participating in an international conference, something that
students and academics in China are doing more and more.



Warm-up Questions

@ Have you ever organized an academic conference? If yes, what experience
did you have in organizing an academic conference?

@ What events are involved in organizing an academic conference?

@ What things does an organizing committee do to prepare an international

academic conference?

Learning Objectives

@ To learn skills in organizing an international academic conference.
@ To learn to design a Call for Papers and a conference program.
@ To learn to write invitation letters.



