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Part1 Meeting Industry Basics( RIBUWSHEE)

Types of Meelings

“To join, be united, encounter, come face to face, come together, come into
contact or eonnection with” is one definition of the term meeting. The term is suffi-
ciently generic to cover any type of gathering. Yet there are many kinds of meetings,
and different names are given to them depending on such factors as their size and ob-
jectives. Some common types are listed below. Trade shows, exhibitions, and mini-
trade shows are additional types of meetings.

Keep in mind that one can call a meeting.by any name desired. The name of a

meeting is up to the meeting organizers.
Convention

This term usually is used to describe meetings that are national in scope. In
many cases, convention goers are chosen to attend as representatives of their local or-
ganizational chapters. Most conventions are quite large. The Democratic and Repub-
lican party conventions are prime examples, although a statewide meeting of public

health nurses can also be called a convention.

Congress

The term congress often denotes national or international participation. The po-
litical implications are obvious, but a congress can be held by any group on any sub-
ject. To some extent, the term indicates that many delegates, each representing a lo-

cal chapter or geographical area, will attend.
Conference

Confer means to bring together. Two people can confer, but conferences often
count large numbers of participants. Attendees at a conference have like careers or
interests. A conference could be made up solely of chemical engineers or a confer-
ence on chemical genetic engineering might involve chemists, engineers, doctors,

researchers. Conference is one of the most commonly used terms for meeting,.
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Council

The term council means to call or summon together. It can be used as the name
of a group or as the name of a meeting. For example, one can act as a consultant to

the Tourism Council, and one can also attend the Tourism Council.

Seminar

Many college students attend seminars—small, highly focused classes that pro-
mote the exchange of ideas on a particular topic. Seminars can last one hour or sev-
eral days. They might be offered as part of a larger meeting. The term suggests that
people are there to draw information, not to give information. A seminar may be
open to the public. For example, a seminar on “How to Invest in Real Estate” may
be advertised in many cities. People attending ostensibly have nothing in common

except the desire to learn about investing in real estate.

Forum

A forum is very similar to a seminar. One definition for forum is a public pro-
gram with panel discussions and audience participation. To some extent, a forum

suggests an open, informal meeting, such as a town forum on zoning regulations.
Symposium

A particular topic is discussed by several specialists at a symposium. It has a
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rather formal implication and is used primarily when scientific topics are discussed.
An example would be a symposium on combating acquired immune-deficiency syn-
drome (AIDS). The term is also often used for political meetings. A symposium on
preventing desecration of the Central American rain forest might involve the interna-

tional environmental community.

Stanford University’ s GCEP Research Symposium 2005

Retreat

Retreats are often _held for intensive problem solving, introspection, and study.
Customarily, only a few people attend retreats. A retreat may include a brainstorming
session at which a moderator or facilitator leads attendees in seeking new ideas. For
example, the board of a Chamber of Commerce ‘might go on, a retreat to develop the

next year’ s strategies for attracting new industry to a region.

Workshop

A workshop is a short educational program where small groups talk over specific
problems. Workshops may be small sessions held during conferences or conventions
or entire meetings to themselves. A workshop may also mean a short meeting—one
that lasts only two or three hours. One can attend a workshop on historic preserva-

tion, knitting, or learning Windows XP. The variety is limitless.
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Acculturation Workshop

Clinic

Due to its medical usage, the term clinic implies that aid, help, or diagnosis of
problems will be offered. But the range of problems is quite broad. There can be

clinics in telephone techniques or stenciling.

Lecture

A very simple meeting can involve an expert lecturing about a specific topic to

an audience. Examples would be a university lecture on nineteenth-century political



parties or a garden club holding a lecture on lkebana.

Part2 Business Skills( b 531x6E)

Sample Functional Expenses and Income Budgets for Meeting ABC

Expenses

Program Development and Production

Program committee expense «:+sreresssesssssssrseinnasens s ¢ $1,200
Abstract printing, distribution, selection «+««eteeversriiaiiiiin. 3,120
Speaker honoraria, travel, lodging «+:«sssssssesereererieeenennn 2,600
Program production  «++seseeseesereissiiinin 9,500
$16,420
Board and Committees ‘
Travel, lodging ++eoereeer S —— 10,000
Meeting EXPenses +++=+-+esreeressrsrrmnmmusnmuisniiinreeaeanns 1,500
$1,1600
Promolion -reresessseerssrresrsessocsssorsosasersssassssnsrasessnsssassnnnsne 4,700
Exhibits
Promotion, PrOSPECHS «r++-+=ssssesssestesssesassiseenaneennainne. 2,700
" Decorator, drayage +esereees R —— 8,400
Posterboards  wss sssssssmmrarsens srsmes omsamssssmss ossms oy sassares 2,000
SECUTILy =+reerserssrerremnmmasssmnrsremtiniserett i seetraeas 5,300
Exhibit space Tental «eeeeeereiertiimiii 9,200
27,600
Registration
Badges, forms - +---eveserererenniiniiiinii s 1,900
Personnel sens swnmss soumsvsmens vassss sesmss sses o sesmes sassssns 2,100
Cofnputer analysis ................................................... 3_@



