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UNIT1 Conference Arrangements BHEHE—

Conference Arrangements

A A A A A A A A A A A A A e A O A A A A LA

&+ Brief Description

Understand the following items and give a brief description to each of them,trying to
express yourself clearly.
conference room conference minutes loudspeaker

meeting chairman/moderator video-recorder microphone
®% Workplace Dialogue

Listen to the dialogue which takes place in working surroundings and finish the exercises
Jfollowed.
1. Get familiar with the following expressions or phrases in order to understand the
dialogue better.
(1) ready for the meeting
(2) video-record the whole meeting
(3) take notes of the speeches and discussions
(4) restricted to 15 minutes
(5) be at the meeting on the dot
(6) monthly managerial meeting
(7) sum up their work of last month
(8) Thank you for reminding me of that.
2. Decide whether the following statements are true or false according to what you have
obtained from the dialogue.
(1) The minute books, spare copies of the agenda, paper, pencils, and name-cards
are ready.
True False
(2) They haven’t checked the microphone and the loudspeakers.
True False
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(3) They will need to video-record the whole meeting.

True False

(4) They don’t need to take notes of the speeches and discussions.
True False

(5) The meeting agenda is in the folder with other documents.
True False

(6) Every speaker can speak freely without any restrictions.
True False

(7) The monthly managerial meeting will take place even if the three managers out
on business cannot come back next Monday.
True False
(8) The new computer system cannot be into use because of errors.
True False
. When preparing for a meeting, we need many things to use. Name the items

mentioned in the dialogue by their uses.

Items What’s the use ?
(1) A notebook for taking notes of a meeting
(2) A list of the subjects to be discussed at a meeting
(3) Signs with attendees’ names put on the conference table

A piece of equipment you speak into to record your voice or make

(4) it louder

(5) A piece of equipment used to make sounds louder

(6) An electronic machine used to record ,store and processing information
(7) A container for keeping loose papers in

(8) A computer system for describing and explaining some products,

ideas , research , etc.

(2)



UNIT 1 Conference Arrangements EHEHE—

@& Reading

Read the following passage and finish the exercises followed.
How to Organize a Conference?

Organizing a meeting can be quite a challenge. When more people are involved,
scattered over different locations, all with busy schedules, it can become quite a job to
successfully organize a conference in which all participants needed are present, and feel
motivated ,not to mention choosing good conference venues, meeting minutes to take, or a
proper agenda.

Generally when you need to organize a conference, it is important to take action as soon
as possible,react adequately and confirm quickly. Clear and prompt communication is very
essential. A problem which is encountered by many people is that participants are not
available at your chosen moment.

Agenda

An agenda is more than just a list of the subjects to be discussed. Preparing a
professional agenda will lead to a more structured and effective conference.

Find out in which period the meeting has to take place. You need to know how long the
meeting will take as well as the subject and the participants. Select 2,3 or 4 suitable
moments in which your manager is available for your meeting to organize, and block this
time. Especially when the meeting participants originate from different companies, you can
make use of a practical meeting planning utility.

Minutes

Don’t forget minutes to take. These are very important, as the decisions made, and
arguments which have led to the decisions can be very important at a later stage.

There are several types of minutes. Most used versions are the ones in which per agenda
item the main conclusions are written.

A very useful tool is the action list. In one overview you can see which actions need to
be taken,by which person,including the deadline.

Conference Venues

Successful conferences depend very strongly on the venues you choose. Take into
account the amount of participants,the subject and goal of the conference. It is wise to plan
informal moments,in which people can relax a bit. This gives them opportunity to talk with

others ,and it would not be the first time that these moments are the basis of fantastic
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business deals.

Attendees

Make a list of the participants. Start with the most important ones, essential for this
meeting. Subsequently fill in the persons with a lower priority. Write down the names of the
secretaries of the meeting as well.

In case a participant is not available at the dates mentioned , call the secretary,and ask
at which dates her manager is available. Send a new proposal to all participants with the
alternative data ( after checking the location). If the above is not sufficient, call the secretary
of the person not available, and ask if the meeting of her manager at the desired date can be
shifted. It is important to explain that you are planning a meeting for a large group of people,

in order to gain understanding.
%% New Words and Expressions

challenge [ 'tfeelind3] n. Bk ; A PRERER F
scatter | 'skeeta ] vt. & vi. 43HL

participant [ pa:'tisipent | n. 5%

motivated [ 'mautivertid | adj. 4 3h 1189 ;A AR R
venue [ 'venju: ] n. 3ih

agenda [ 9'dzenda] n. HE ;& 1UUNFE
adequately [ 'eedikwath | adv. JE#HE ;IE 251
prompt [ prompt] adj. 37.BIHY; KRG
communication [ kemju:nr'keifan] n. 53 ;35
encounter [ in'kaunta] ut. B F| ; {HIARE ]
structured [ 'straktf[ad] adj. A Z5HIH ;B BFH
block [ blpk ] vt. &) iH

originate [ o'rd3mnert ] vi. &I ;K H

utility [ ju'tiitr] n. %4 ; GHENLE) BB F
version [ 'v3:[an] n. ifiAds; B

overview ['aUVG.VjU:] n. HEAR s HEDL

fantastic [ feen'taestik | adj. ZF4#; 00
subsequently [ 'sabsikantli] adv. 3% ;' ZiE
priority [ prar'oriti] n. 5% ;5564

alternative [ 0:'t3:notiv] adj. AI{EVEREM; —1E—
sufficient [ sa'fifant] adj. EMEH; FEEH

(4)




%% Comprehension of the Reading Passage

UNIT1 Conference Arrangements BHEHE—

shift [ [1ft] vt & vi. B3 ;7FH#k
not to mention B A ik

take action KHUfT3l

as well as 1, 8FH

at a later stage J53¥k&

take into account F% &

make a list of %1 ; 5| H------ F) I B m

start with [+ YR FF 3k

1. Decide whether the following statements are true or false according to the passage.
(1) Choosing good conference venues is very easy.
True False
(2) A problem that many people encounter is that participants are not available at

your chosen moment.

True False
(3) An agenda is just a list of the subjects to be discussed ,and don’t take it serious.
True False
(4) A practical meeting planning utility is often useful to organize a big meeting.
True False
(5) Most used versions of minutes are a overall list of subjetcs to be discussed at a
meeting.
True False
(6) It is wise to plan informal moments during a meeting,in which people can relax
a bit.
True False
(7) A list of the participants often start with the least important attendees.
True False

(8) When you are planning a meeting for a large group of people, to gain
understanding is very important.
True False
2. There are four things discussed in the passage which are streesed to be important. Find

a sentence or a phrase which tells the importance about each of the four things.

(s)
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Items A sentence or a phrase telling the importance
(1) Agenda
(2) Minutes
(3) Venues
(4) Attendees

®e® Discussing Topics

Discuss the following questions in class ,using as many of the given words and expressions

as possible.

1. Talk about a conference agenda with your desk-mate or your conversation partner,

including all the subjects to be discussed at the meeting.
Words and Expressions : date and time ( day, month, morning or afternoon or evening,
o’clock) , questions to be answered , problems to be solved,plans to be promoted , who
to speak, who to be the moderator, means of transport, informal activities, relaxing
hours ...

2. Supposing you have to organize a meeting for your company, discuss the details of
your conference plan with your manager (role-play with your desk-mate or your
conversation partner) .

Words and Expressions: conference agenda ( subjects to be discussed ) , minutes
(notebook , or computer) , venue ( where it is, how far, how to get there, when to
start, time spent on the way, meal arrangements, hotel rooms, etc. ), attendees
(essential ones, notification and confirmation, available date and time for attendees,

transport arrangement, etc. ) ,airport or train station pickup,welcoming remarks ...

References

®e% Workplace Dialogue

Transcript

Mr. Black: Well,are you ready for the meeting, Yang Rui?

{6)



UNIT1 Conference Arrangements EHEHE—

Yang Rui: Yes,everything is OK. The minute books, spare copies of the agenda, paper,
pencils,and name-cards for each attendee are all on the conference table.

Mr. Black: Good. Have you checked the microphone and the loudspeakers?

Yang Rui: Yes,they are all right. Do we need to video-record the whole meeting?

Mr. Black: Yes, this is a very important meeting. You'd arrange to take notes of the
speeches and discussions.

Yang Rui: I've asked Lucy to do that with a computer.

Mr. Black: Good. I hope the meeting will be a success. Is the conference room ready for
the meeting, Yang Rui?

Yang Rui: Yes,Mr. Black.

Mr. Black ; Where’s the agenda?

Yang Rui: It’s in the folder with other documents. Every speaker is restricted to 15
minutes and there is a thirty minutes’ discussion at the end.

Mr. Black: Fifteen minutes is enough,I believe. But be sure to ask every attendee to be
at the meeting on the dot.

Yang Rui: I've made it clear in the notice. They know it’s an important meeting.

Mr. Black: Being punctual is what I look forward to. One more thing, Yang Rui, the
monthly managerial meeting is planned next Monday. Have you notified every department
manager?

Yang Rui: Yes,except three who are out on business.

Mr. Black: Great. Just ask the assistant managers to attend the meeting if they can’t
appear until next Monday.

Yang Rui: Yes,sir. I've also asked them to sum up their work of last month.

Mr. Black: That’s good. Is the computer in the conference room good for managers to
make presentations?

Yang Rui: Yes,sir. We have renewed the computer presentation system there,and it’ll
be better than ever.

Mr. Black: You mean there’s a new computer system? But, remember to have a test
before the meeting, for new systems are easy to make errors.

Yang Rui: Yes,I will. Thank you for reminding me of that.
Answers

Listen to the dialogue which takes place in working surroundings and finish the exercises
Sollowed.

1. Get familiar with the following expressions or phrases in order to understand the

UNIT 1
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dialogue better.

(1) ready for the meeting 23 i

(2) video-record the whole meeting X} #1714

(3) take notes of the speeches and discussions it 3% & & #litit
(4) restricted to 15 minutes FRH|ZE 15 43-4h

(5) be at the meeting on the dot #ER}H| 4>

(6) monthly managerial meeting FH £ #2518

(7) sum up their work of last month E.4% |- A #Y TA/E

(8) Thank you for reminding me of that. I /R$EEEF .

. Decide whether the following statements are true or false according to what you have

obtained from the dialogue.
(1) True (2) False (3) True (4) False
(5) True (6) False (7) True (8) False

. When preparing for a meeting, we need many things to use. Name the items

mentioned in the dialogue by their uses.

Items What’s the use?
(1) A minute book A notebook for taking notes of a meeting
(29 An agenda A list of the subjects to be discussed at a meeting
Name-cards on the | Signs with attendees’s names put on the conference
(3)
conference table table
. A piece of equipment you speak into to record
(4) A microphone . .
your voice or make it louder
(5) A loudspeaker A piece of equipment used to make sounds louder
An electronic machine used to record, store and
(6) A computer o .
processing information
(7) A folder A container for keeping loose papers in
(8) A computer presentation| A computer system for describing and explaining
system some products,ideas,research , etc.

(#)



UNIT 1 Conference Arrangements BHEHE—

@ Reading

Answers

1. Decide whether the following statements are true or false according to the passage.
(1) False (2) True (3) False (4) True
(5) False (6) True (7) False (8) True

2. There are four things discussed in the passage which are streesed to be important. Find

UNIT 1

a sentence or a phrase which tells the importance about each of the four things.

Items A sentence or a phrase telling the importance

Preparing a professional agenda will lead to a more structured
(1) Agenda

and effective conference.

. The decisions and arguments can be very important at a later
(2) Minutes
stage.

Successful conferences depend very strongly on the venues you
(3) Venues -

choose.

(4) | Attendees | The most important attendees are essential for this meeting.

Detailed Study of the Reading Passage

(1) Organizing a meeting can be quite a challenge. When more people are involved,
scattered over different locations, all with busy schedules, it can become quite a
job to successfully organize a conference in which all participants needed are
present, and feel motivated, not to mention choosing good conference venues,
meeting minutes to take,or a proper agenda.
HA—NWATRER M E A PR N SRR LM A, ] L5
BAEAR R A, BFTA ABRIEN S A C RS, AU RIS,
LEFTA B NER R I F 945 BA B R S, IR R 7 A 2 TR, B R U
BRSO, o D=, SHE A ER IR T .

@ challenge 753X 24417, AR Phik, BAPRRMMHE" .
il

We have to meet the serious challenge. 47225 [ % ™ 05 (1 Bk %,
This career offers a challenge. 3X /3 BR V. B A5 Bk ik o4 .

(%)




— ‘ - English for Civil Servant 2 |

BLZHHEOL T, challenge FIAE3h 1A, &8 & “ - eI B, M 5E; B
L

(ZEUE

I did not think he was right,so I challenged him.

B A RIS 0, P o At 4 i i 5

The job doesn’t really challenge him. 3X T T /F A GE B 1F #b % 50 i,

The value of this exercise is that it challenges the students to express themselves
freely. X1 k> FIHMETE T EREME 44 A dibRik A C A EAE,

@ not to mention FEE R E AL .

filtn .

Old folk and children alike are all against the proposal,not to mention the youth.
BN BT BB, EARFBAERAT .

Ade is handsome and smart,not to mention being a good athlete.
PAEARA 12 5 5, 1T H BRI SORE I .

KLIAIFRIAA to say nothing of let alone,leave alone,much less,not to speak of 45,
Bilan .

She knows no English, much less German. i AN 1E | B8R FHDLIEE T .

I am not free on Sundays,not to speak of Mondays.

EERIE =, EARUEY—T .

We can't afford a bicycle,let alone a car. Ff 1% BT EARE, EAHBIELET o

(2) Generally when you need to organize a conference, it is important to take action as

UNIT 1

soon as possible, react adequately and confirm quickly. Clear and prompt
communication is very essential. A problem which is encountered by many people
is that participants are not available at your chosen moment.

B, YHRFEAA—DUEHE , TE AR RYCRBUTE, 1E A 24 R
PRI . BIHEFN S R B . AR NGB E KR B 25
H R NTEAR R 2 WU (B okl 5 243

@ take action /&” REUTH HEE

(ZEUE

I am going to take action now. I IIEFATiEF T3

I knew I needed to take action. F&ZH138 & W iZ K BATE .

take action to do something J&“ KHFT (A7 B =

Bl .

We have to take action to stop them. Ff1#5- KB T3 #1117,

Take action to remove them to end the embarrassment now!

(1)
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BAERBATENER 25BN, G AR v !

(3) An agenda is more than just a list of the subjects to be discussed. Preparing a
professional agenda will lead to a more structured and effective conference.
SRR — 75 B AR R 7 B 75 B, HEF— Rk S BUE
KRR A FBEMARE,

(4) Find out in which period the meeting has to take place. You need to know how long
the meeting will take as well as the subject and the participants. 7575 28 21 WA
FEAATERF 264 T , AR 30 e S 2 ORI R] | 2 U8B RN L R A4 B
& as well as B AR 2 — B iA M B A 05, {8 B A 7 —#F, 40 in
addition to, J T — M4 4% nl 1 AU IRE .

il an ;

She painted landscapes as well as portraits. it B i) X\ 5%, H3 i B 12 .
Harry has knowledge as well as experience. M5 |4 HIRAE 25,
He speaks German as well as French. {815 {545 fliE —FEL

(5) Select 2,3 or 4 suitable moments in which your manager is available for your
meeting to organize ,and block this time. Especially when the meeting participants
originate from different companies, you can make use of a practical meeting
planning utility. FR4EVR 2 B BE G 2 i 49 2 USR], ARG | =S50 2 IO A
[i] r e 2 HE A3l B B ], O BR8] MR 2, TR M XS
28K B A F 22 B, AR AT LA — b 52 A I 230K TR
@ originate from J&“PHEF - THIEHE
i .

This plant originates from Africa. XFAEY R~ TAEM .
All theories originate from practice and in turn serve practice.
FT A BB ERR IR T2 R, I L ad ke o SRR 55 o
@ make use of 2“F|H"HER,
il .
We must make use of our untapped reservoirs of talent.
FATLZR FHBA T AT HBAA
We must make use of our spare time. F{T0AZ013E F AT A0V A A 8]
They make use of advertisements to plug the new product.
HATIRUR) 5T R E A X R o
(6) Don’t forget minutes to take. These are very important, as the decisions made, and

arguments which have led to the decisions can be very important at a later stage.

AEIRICRVOE R, X LR IR B, BORAE BB , F ZE RS JS B B

[
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T1

T B SE o
@ at a later stage J&“ J5 K" EE
il .

We made these articles into one book at a later stage.

JE , BATTHE X L S B GRRL T — A5

(7) There are several types of minutes. Most used versions are the ones in which per

agenda item the main conclusions are written. &0 S A - JLFR2RAY . &% H
HIRRAS SRR BN IR H B AR E X,

(8) A very useful tool is the action list. In one overview you can see which actions

need to be taken,by which person,including the deadline.

— M EEF AR TERTIHER ., FBERA s, R T LU (75 2R Bk s
1730 HHER BT 3 LA B s s TR o

@ need to be done £l need doing f&— & &, &RF R - ETAT

i an .

These clothes need to be washed. ( = These clothes need washing. ) XEEAARELE T
These chairs need mending. ( = These chairs need to be mended. ) JXEEAETEAE T,

(9) Successful conferences depend very strongly on the venues you choose. Take into

account the amount of participants,the subject and goal of the conference. 213 [
N AEAR KRR B FHOR TR . B RS INS IS £ H AR
@ take into account J&“E B EE

il ;

We should take into account the proposals of our parents and vice versa.

FAMIBLIZE SRR I, R Z IR

On the plus side,we must take into account the new product line.

WA FIH—TEE , BB B A4

We have taken into account the factor of inflation and interest rate.

HAEE AR AR EIEEN T .

(10) It is wise to plan informal moments,in which people can relax a bit. This gives

them opportunity to talk with others,and it would not be the first time that these
moments are the basis of fantastic business deals. ZfEJE 1E =06 a2 AR H 2 4,
XFEANTAT LA — T o X248 T M1 5 HA A SR AL 23, X S it 20 J2 A%
DI b 32 5 B A, X PR FE IEA SR — IR,

@ it would not be the first time that ... BB EUL, XFERFIE LGRS KA
i 4n :

It would not be the first time that I have published a book.

R
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XAZRBE KA,

(11) Make a list of the participants. Start with the most important ones, essential for
this meeting. Subsequently fill in the persons with a lower priority. Write down
the names of the secretaries of the meeting as well.

I ESWM AR Z 8, NBEZER SWUARTROG A TG, RE
WIS ANG . Fr B RBARKNETFIIALE,

@ start with 2“ M ------ FFiE” =B FEE AR start from,

fln:

Shall we start with the first workshop? TR TS —ZE[B] - 1HS W, B AFE?
Would you like soup to start with? SEH/NFE ARE?

(12) In case a participant is not available at the dates mentioned, call the secretary,
and ask at which dates her manager is available. Send a new proposal to all
participants with the alternative data (after checking the location).
—HEANSSEERENNEAES S, A MR -BITHEE, R T &
EHIEE], [ TR 5 Kk — 8 U, SR AL —N B B T 4 fy
&) (e BB ESVOHE) o
@ in case RRFM B if BH, RN R R AENTTREHEZ /)
filtn :

In case he comes,let me know. U153k #)3% , 5 —7
In case I forget,please remind me. T —F 5 T , iHRERK

(13) If the above is not sufficient, call the secretary of the person not available, and
ask if the meeting of her manager at the desired date can be shifted. It is
important to explain that you are planning a meeting for a large group of people,
in order to gain understanding. Y1788 F A TR BRAITHE, LA AES
LB R BITHRE , A RS E ] R E , O T RS2, RE R
HEHARZWRIREZ AH R, X AREE,

@ in order to gain understanding /8 HHY, HER N T IRE MR,
Biltn .

Plants need light in order to survive. 25 T 4 17 , W) 7 2 FH G

They came to America in order to escape political tyranny.

i A e i R EOR B SEWH

7] LI H#EH to do something 3k HAY,

Biltn .

Citizens must register to vote. i | #FfT1E%¢ , /s BATLHIEIE

A
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