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Module 1 Agenda
WH— HFEZRE

Setting agenda for meetings, travels and events is just one of the most important parts of
business arrangements. For any business people, timing is a vital commercial skill to master
because good timing not only can save your time and money but also help you make a good
impression on your customers or business and pave the way for establishing and solidifying
the good business relationship for future cooperation. In particular, the future secretary ina -
business office has to master this skill.

The tasks and objectives to achieve in this module
BRI H MAEST R EH

After completing this module, the students can learn to

1. Suggest a business arrangement for the conference agenda.
2. Change the conference agenda.

3. Suggest an agenda for traveling.

4. Make a change of the traveling agenda.

;m

£
’5;,\;{% The devices or the environment needed

SERLZI H B B MRS

The module can be fulfilled through the use of one of the following devices or operating

environments:
1) atape recorder 2) aVCD 3) aDVD
4) a digital language lab 5) the web-based language lab

{:ﬁ»w;}‘ The knowledge to master before completing this module
SEIZ I H BT 1% E 4R 1 AR A

Functional sentences for setting agendas:
What is the most convenient time for you?
We need to draft an agenda for...
Let’s draw up the agenda for...
It’s just the matter of the schedule, that is, if it is convenient for you right now...
We’ve arranged our schedule without trouble.

D ta WD =

Here is a copy of schedule we have worked out for you and your friends. Would you please
have a look at it?
7. The meeting is scheduled at 5 o’clock this afternoon in the conference room.

Al




sz/ }f?‘a/f/u’/y, (f?wra(' /én ;%:a//mm &Szgéa/{ ﬁ%ﬁi&oﬁ ’Jﬂﬁ

8. If he wants to make some changes, minor alternations can be made then.

" The major steps needed to complete the module

SERCZ I H P 75 B0 F B I
1. Listen to the sentences related with the agenda setting and alterations and then write them
down.

2. Listen to the dialogues, conversations and passages to get and process the specific
information and the gist.

3. Role play a dialogue, making and changing conferences agenda and travel itineraries.

¢\ Task1 Making and changing conference agendas

55— SWHBRHSEK

The subject and the objective
ZAESF BN H B

This task is intended to train the students to get familiar with the functional sentences and
expressions related with conference agendas. After completing the task, the students are supposed
to be able to talk in English with others about the drafting and changing of a conference agenda.

The major steps needed to complete this task
SE AT 55 i 5 B0 220 IR

1. Listen to the functional sentences and expressions about the conference agenda and then

write them down in the given blanks.

2. Listen to some dialogues about conference agendas to decide whether the given information
is in conformity with the listening materials you’ve just heard.

3. Listen to some related conversations and passages to get and deal with the correct
information.

The key knowledge points involved in this task
XF WA 55 i 8 I i % SRR R A AR

. How to prepare an agenda?

. Allocate an appropriate quantity of time for that particular meeting.

1

1

2. The meeting should adjourn ({K£%) the moment the meeting objective has been achieved.

3. Finish the meeting if the meeting goals have been reached.

4. If you notice an agenda item (¥ Jj) that is simply there to inform one person in the
meeting and not the whole group, suggest that it be covered off in an e-mail.

5. Also, if you’re planning a meeting, ensure that all the agenda items relate to the meeting’s
objective. If a suggested agenda item doesn’t directly apply to the objective of the meeting
or the participants, then recommend that the item be discussed in a different meeting or that

an e-mail be sent to the appropriate individuals.
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IL. The related terms with regard to the conference agenda
1) agenda HF24HE 2) items Y7 3) adjourn fk2
4) conference room £ % 5) presenter & 5 A

\ " Task 2 Making and changing travel itineraries

f£55= RITEBRRHSEN

” The subject and the objective
ARSI E
This task is intended to train the students to get familiar with the functional sentences and
expressions related with travel itineraries. After completing the task, the students are supposed to be
able to talk in English with others about the drafting and changing of a travel itinerary.

Major steps needed to complete this task
SE AT 55 i 7 B pY) 1 B0 IR

1. Listen to the travel itinerary and then fill in the chart with the missing information.

2. Listen to some dialogues and conversations about travel itineraries to get and deal with the
specific information and the gist.

»

MO (B )
This module mainly deals with setting and changing the agenda for the business conference or
the traveling itinerary.

W (amIrsees)

Tji H ##i4 . Making and changing agendas for meetings and travel itineraries.

558
1 Making and changing conference agendas
2 Making and changing travel itineraries

Pre-listening to the words and phrases for reference in the Tasks and Self-Test

1) adjourn vt. & vi. K&

2) advance n. E=0}

3) agenda n. W H R

4) allotment n. 41 BL

5) booth n. JEfrs beiE, HIE(E]; By

6) conference n. 2

7) distribute Vi. aE, SR

8) expo n. (Db e ARE) M, RS
9) insight n. % T1s 2RI DR

10) item n. I

e
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11) itinerary
12) participant
13) passport
14) presentation
15) presenter
16) quarter
17) regarding
18) schedule
19) seminar
20) strategy
21) workshop

Proper nouns and technical terms

1) Australia

2) Bangkok

3) Barcelona

4) Brussels

5) Copenhagen '

6) Fortune Travel Agency
7) Indonesia

8) Jakarta

9) Lhasa

10) Melbourne

11) Portland

12) Stockholm

13) Sydney

14) terminal

15) the Heathrow Airport
16) the Larvel Hotel

17) the Sky Palace

18) Tibet

Phrases and expressions
1) at X o’clock sharp

2) Beijing Roast Duck
3) bottom line

4) China Mobile

5) conference room

6) draw up

7) foreign currency

8) keynote speech

prep.
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9) Los Angeles

10) managing director

11) multifunctional conference room
12) sales figures

13) Sales Manager

14) Sino-American joint venture

15) the board meeting

16) the travelers’ check

17) to check sth. out

18) to phone in

i
27X

R
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) [BE5%3]
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Task 1 Making and changing the conference agendas

Exercise 1

Directions: Listen to the following sentences about the conference agenda and then write them

down.

A= S U Sl L

._.
e

Exercise 2

Directions: Listen to the following dialogue about changing a conference agenda and decide

whether the given information is in conformity with what you’ve heard from the listening

materials.

1. Mr. Tang and Mr. James are due to meet at three tomorrow afternoon. ()
. Mr. James cancelled the meeting with Mr. Tang because of duty calls at the headquarters. ()

2

3. Mr. James will have to take an earlier flight back to London at three tomorrow afternoon. ()
4. Mr. James is staying at Sheraton Hotel, Room 2008. ( )

5. Mary will call Mr. James back in about half an hour in reply to his suggestion of changing

the meeting time to 8:15 early next morning. ()
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Exercise 3
Directions: Listen to a short passage and then fill in the blanks with the missing information.
The passage will be read twice.

Here are some reasons why the meeting agenda is so important.

The agenda

e Communicates important such as:

1) for discussion;

2) or discussion leader for each topic;

3) for each topic.
e Provides an for the meeting (How long to spend on each topic).
e Can be used as a to ensure that all information is covered.
e Let’s know what will be discussed if it has been distributed before the

meeting. This gives them an opportunity to come to the meeting prepared for the upcoming
discussions or decisions.
e Provides a for the meeting (the objective of the meeting must be clearly stated
in the agenda).
Exercise 4
Directions: Listen to the following passage and make the best choices. ‘
1. The meeting participants should contact the meeting organizer about an agenda item
()

A. no less than 2 days before the meeting

B. no more than 2 days before the meeting
C. at most 2 days prior to the meeting
D. at least 2 days prior to the meeting

2. The agenda requests can be made into a table format with the headings ()
A. Agenda Item B. Presenter C. Time D. all the above

3. What can you suggest doing if an inappropriate request is made? ()

A. Suggest that person send an e-mail or a memo instead.

B. Recommend that this agenda item be discussed in another meeting.
C. Asking the participants to accept or decline the invitation.

D. AandB.

4. What is the ideal time allotment for an one-hour meeting? ()

A. 20 minutes. B. 25 minutes. C. 55 minutes. D. 50 minutes.

5. When you send the agenda to all the meeting participants the day before the meeting with
a reminder of the meeting goals, location, time and duration, what questions should you ask
the presenters? ()

A. Whether they accept or decline the invitation.

B. What is their request for the amount of time allotted to them for presentation.

C. Whether they are happy with their speaking order and the time allocated to them.
D.

Whether they can present on a particular topic.
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Task 2 Making and changing travel itineraries

Exercise 1

Directions: Listen to the following 10 sentences about the traveling itinerary and then write
them down. Each sentence will be read twice.

2 0= o AR W=

._
=

Exercise 2
Directions: Listen to the dialogues and choose the best choices.

Dialogue 1
1. Why does Tom want to go to Indonesia and Australia next week? ()
A. Go to visit a friend there. B. Go to an interview there.
C. Go to collect money there. D. On business.
2. What is the possible relationship between the two speakers? ()
A. The salesman and the customer. B. The manager and the secretary.
C. The secretary and the staff. D. The doctor and the nurse.
3. According to Tom, when would he take the flight to Jakarta? ()
A. On next Monday. B. On next Tuesday.
C. On next Wednesday. D. On next Thursday.
4. What kind of flight would Tom like to take to Sydney? ()
A. An early morning flight. B. An early afternoon flight.
C. A late morning flight. D. An evening flight.
5. Who will make the hotel bookings according to the dialogue you’ve just heard? ()
A. The secretary Ms. Lu. B. The manager himself.
C. The travel agency. D. The customer of the company.
Dialogue 2
1. When is the meeting? ()
A. Next Monday at 10. B. Tomorrow at 10.
C. This afternoon. D. This evening.
2. What’s the subject of the meeting? ()
A. The San Francisco accounts. B. Last quarter’s sales figures.

C. This year’s budget. D. All the above.
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3. What suggestion will Frank make? ()

A. Improving research. B. Improving the bottom line.
C. Sales on the east coast. D. Sales on the west coast.
4. What is Frank going to outline? ( )
A. Keen insights. B. New sales strategies.
C. San Francisco partners. D. Traveling plan.
5. Who isn’t going to attend? ()
A. Kevin. B. Frank.
C. Alan. D. Mary.

Self Test for Module 1

Section A
Directions: Listen to the sentences about the conference agenda and the traveling itinerary
and then write them down.

—_

b s B U S

_.
e

Section B

Directions: Listen to the dialogues and choose the best choices.

Dialogue 1

1. When will Mr. Johnson go on a business trip according to this dialogue? ()

A. Next week. B. This week. C. Next month. D. This month.
2. What is the check-in time for the Flight CA201 to Hong Kong? ()

A. 7:45. B. 9:30. C. 10:50. D. 3:30.
3. What is the first stop of Mr. Johnson’s business trip? ()

A. Brussels. B. London. C. Barcelona. D. Hong Kong.
4. Who will meet Mr. Johnson at the Hong Kong Airport? ()

A. Linda. B. Mr. Tong. C. His wife. D. Mr. Song.
5. When will Mr. Johnson plan to finish the meeting? ()

A. T7:45. B. 9:30. C. 13:30. D. 3:30.

6. Where will Johnson possibly stay in Barcelona? ()
A. The Sky Palace at the airport terminal. B. The Sky Palace in the town center.
C. The Larvel Hotel. D. The Shangri-la Hotel.



Mondule 1 Agenda

7. What is the last stop for Mr. Johnson’s business trip? ()

A. Hong Kong. B. Barcelona. C. Brussels. D. London.
8. What is Mr. Johnson’s impression on the Larvel Hotel? ()

A. Great. B. Wonderful. C. So-so. D. Rather depressing.
9. Who will meet Mr. Johnson at the Heathrow Airport? ()

A. Linda. B. Larvel. C. His wife. D. His client.
10. How many cities will Mr. Johnson stop in during his business trip? ()

A. 1. B. 2. C. 3. D. 4.

Dialogue 2

1. Where is Robert going on Thursday? ()

A. To a meeting. B. To an Internet Expo.

C. On vacation. D. Go traveling.
2. What will he do after the keynote? ()

A. Meet with Tad Wilson. B. Check out of the booths.

C. Go to a workshop. D. Check in the booths.
3. What’s he doing at the conference? ()

A. Making a presentation. B. Holding a workshop.

C. Attending the conference. D. Meeting with Trevor.

4. When is he returning? ()
A. On Monday. B. On Saturday. C. On Tuesday. D. On Friday.
5. What are happening on Monday? ()
A. Tad Wilson’s meeting and Robert’s workshop.
B. Web Vision’s meeting and Robert’s workshop.
C. Web Vision’s and Robert’s workshop.
D. Tad Wilson’s workshop and Robert’s meeting.
Section C
Role play: Work in a group of three discussing the following situation, with each playing a
role to make the meeting agenda.
Situation:
A meeting organizer is planning a three-day workshop at your hotel. You are the meeting
service manager of the hotel. You and your assistant help the organizer to arrange all the details
about the workshop, including registration, venue, meals, entertainment, and the farewell party.




Module 2 Business Travel

BiH— %k

Business travel is a common conduct in business activities. It is very important to make
proper travel arrangements in order that you will have a comfortable and effective trip. As
a business person or a traveler, you must know how to make a traveling plan, how to make
reservations of flight tickets and how to make inquiries at an airport or a railway station.

e L C UL PUCE ISV SIS SN SE U S SUES

The tasks and objectives to achieve in this module
IH RS BB

1. To make a traveling plan.

2. To make reservations of flight tickets and make inquiries at an airport or at a station.

N\Q The devices or the environment needed
SERCZ I H P SRR s B3R
The module can be fulfilled through the use of one of the following devices or operating
environments:

1) a tape recorder 2) aVCD 3) aDVD
4) a web-based language lab 5) adigital language lab
\% The knowledge to master before completing this module

SERAZI H I B 12 S48 1 R H A
I. Words related to taking the flight

1) airliner/passenger aircraft  2) airline fJiiZ5 /\ ] 3) flight fi ¥t
L
4) air hostess/stewardess 5) steward 5355 H 6) aircraft crew/air crew
2 NE LTS R PLA; L AR
7) pilot Z 0% 51 ; LK 8) baggage clerk/redcap 9) air-sickness bag Nt 4%
20z 5
10) baggage cart {7254 11) baggage insurance 12) baggage ticket {72522
e
13) carry-on items [ 5447  14) children fare J|, % 15) emergency exit Ea2H 0
Y
16) flight schedule fiiBFH} 17) gate AL 18) lounge fEALIX
]
19) luggage tag 17252 20) boarding pass B fi# 21) oxygen mask 48 < i =



