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Unit 1
Arranging a Meeting

Aims
In this unit, you will learn:
+ to identify major elements involved in preparing for a meeting.

+ to practice making meeting arrangenients and simulate a meeting. -

@ Questions for discussion:
meetings?

s

1. Do you agree that good planning is the key to productive

2. Generally speaking, the purpose of a meeting is either informational or decision
making, although many meetings combine both purposes. Please categorize the
following meeting in terms of its purposes: ’
¢ Staff Training ' « )
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Part 2: Activities *
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Sales Review

Annual Board Meeting
Weekly Departmental Meeting
Workshops

Crisis Management -

Guest Lectures

— e e~

® & & & & ¢ o

Policy Clarifying Meeting

B T o S

¢ Competition Review (

. Think of a meeting you have led (or one you have attended). Did the meeiing

achieve its objective? What contributed to its success? What could have been

done differently when preparing to make the meeting more successful?

Secfion A Pairs Work

@ Your are working with your partner in organizing a press conference for the launch

of your new toy Metro Pal. Work out a list of at least eight things to be prepared

for it.

© N oW R W
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Section B Role Play

Stage 1 ‘

@ Work in groups of five to six persons and study the following information assigned
to your group. Draw a picture of the room arrangement which would provide the

best meeting environment for the given situation.

Situation 1

The Shanghai Municipal Education Commission is meeting with the University
Administration. The meeting will begin at noon on Wednesday and end at noon on
Thursday. They will have a traditional business meeting and the University
Administrators will meet with them at their meeting site for 1 -2 hours on Wednesday
afterncon. The University President has requested equipment for a ten-minute video
about the University. He will bring two Vice Presidents and the Dean of Language

School with him. A panel of University administrators will follow the video.

Situation 2

Your county council is hosting a public dialogue session with the four candidates
for county commissioner. Each candidate may make a five minute presentation. This
will be followed by a one-hour question and answer session with all four candidates.
About 150 people are expected to attend. You will video-record this session. In

addition you will have some assistants who will take notes during the dialogue.

Situation 3
You work as a tourist guide at a travel agency. You'll lead a group of 40
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American guests to have a two-day visit in Shanghai. Before your tour starts
tomorrow, you’d like to meet and notify them of some issues involved in the trip. The

meeting would last half an hour.

Situation 4

Your city council of 25 members is meeting to hear a presentation about the
demographic information related to your county. The meeting would last for one and
half an hour. The handout will include several pages of data about your city. Charts
and graphs will depict trends. The speaker will share insights and implications with
the .participants.

Situation S

You have invited a guest speaker to your city council leadership forum. The
speaker informs you that the majority of the presentation will be a computer-generated
slide presentation ( Power Point). The presentation will be followed by small group
discussion. The speaker would like to have six people in each group. Approximately
60 people have registered for the forum. Immediately after the presentation you will

serve a boxed lunch in the same room.

Stage 2
@ Work with your group members, and compose an appropriaie agenda for each of

the above meetings based on the following framework.



Unit1 Arranging a Meeting | - 5 -

( Your Organization’s Name and Logo)

Date:
Time:

Location:

Meeting Agenda

Present:

Apologies:
Theme:

Time Agenda Items Presented By:

|
2
3.
4.
5
6

Stage 3
@ Design a role for each group member and prepare a brief meeting for about 20

minutes based on your situation. Then act it out.

Situations

Roles
Role A
Role B
Role C
Role D
Role E
Role F

Situation 1 | Situation 2 | Situation 3 | Situation 4 | Situation 5




Unit' 2
Entertaining

Aims

In this unit, you will learn:
* to understand the importance of entertaining a client.
- to identify some major ways of entertainment.

* to practice entertaining a client in a given situation.
Part 1: Starting out .

@ Questions for discussion:
1. What has made it quite common for companies to entertain their clients?
» To make business fun.
* To help impress the client.
» To stand out as competition is much more fiercer nowadays.

= A good reputation in the corporate world depends largely on what clients
think and speak of the company.

2. There are numerous activities companies can do with clients. Match the

following pictures of Column A with the corresponding activities listed in
Column B.
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(2)
(3) (4) |
(5) (6)
(7) cnsphote

(9)



- 8 | BREmBEOEERING

Column A
Picture 1
Picture 2
Picture 3
Picture 4
Picture 5
Picture 6
Picture 7
Picture 8
Picture 9

Part 2: Activities

Section A Pairs Work

Column B

Playing golf

Boat excursion

Watching opera

Playing bowling

Watching Games

Theme parties

Gallery showings

Dinner at a fancy restaurant

Relaxing retreat (spa, foot reflexology, etc. )

@ Every client is different. When entertaining your client, you’d better find an

activity that is most appropriate. Talk with your partner to find out the factors that

affect your choosing of an activity.

e

6.

@ Study the following useful information about golf. Work with your partner to

identify some words and expressions about golf and list some best golf players that

you know.
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Golf
Why has golf become the golden standard for entertaining clients? The

fact is that many of us struggle to find time for it and even more of us struggle
to play a good game.

Golf is a client-friendly activity because it is a slow game—unlike the
breakneck pace of so many other sports. It does not leave you exhausted and
gives you plenty of time to talk about business. The game is also exclusive in
that top golf clubs often require special memberships.

Golf is relaxing not just in that many golf courses are visually soothing with
beautiful architectural structure and pastoral surroundings. It affords you
extended face time and allow you to flatter your clients better than other
activities.

Golf can fuel some pretty intense passions; there aren’t many sports that
will motivate a guy to sacrifice his Saturday morning sleep-in, or inspire the
otherwise docile man to hurl his $400 golf bag into a pond. The game can
give rise to some pretty fiery debates as well. Granted, the most obvious point
of dispute in any sport—its best player—doesn’t seem applicable to golf

anymore, but there’s still plenty to contest off the links. From putting stances

to swing tips, golf fans find all kinds of things to argue about.

1. Vocabulary about golf:

2. Famous golf players that you know:

Section B Role Play
Stage 1

@ Study the following letter of invitation before your role play.
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Cowley Industrial Easte
43 Butts Road

Ox4 2JR UK

Tel (01865)533336
Fax (01865)533453

Your ref:
Our ref: AG/MLTF/PF
Mr Paolo Fellini
Purchasing Manager
Cuore Sportivo
Via Nicolosi 3
20121 Milan
Ttaly

5 November 2001
Dear Mr Fellim

(D to finally meet you at the Milan trade fair last week and [
would like to thank you for the interest you expressed in Trackplus and our

range of children’s and teenage fashion sportswear and accessories.

(2) to speed two or three days in the UK to visit our factory in
Oxford and give you an overview of our facilities and production methods.
This would also be an opportunity for you to visit our Head Office in London
to meet our design team and Marketing and Sales Directors to discuss common

areas of interest.

As you would be our guest, we would of course meet all your expense. We
can also put a company car and driver at your disposal during your stay in
London. ( 3) watch “The West End” play if this would

interest you.




