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Objectives Set

In this unit, you’ll learn to accomplish the
following tasks.

Task 1: Understanding and Writing a Con-
ference Notice

Task 2: Understanding and Writing a Letter of
Invitation and Reply

Task 3: Understanding and Writing a Confer-
ence Program



Understanding and
Writing a
Conference Notice

Sample Demonstration

Read the following samples of a conference notice to Jamiliarize yourself with the

Jormat and contend.

c T )

CONFERENCE NOTICE

Developing Research at Four-Year Colleges and WA
Universities, 3/21/03

The South Carolina Experimental Program to Stimulate Competitive | £iXfisr
Research (EPSCoR) and Biomedical Research Infrastructure Network
(BRIN) Programs in cooperation with the South Carolina Academy of
Science will sponsor a half-day workshop on: Developing Research Pro-
grams at Four-Year Colleges and Universities.

The Workshop, coinciding with the South Carolina Academy of Sci- | 2] 5y &
ence Annual Meeting, is to be held on Friday, March 21, 2003 from 12
noon to until 5 p.m. at the Madren Conference Center at Clemson Uni-
versity.

The workshop, including lunch and a keynote speaker, national ex- | &WAZ
perts on developing research at four-year colleges and universities, panel
discussions and breakout brainstorming sessions, will focus on three key
topics:

© Strategic planning for moving a four—-year institution into the research
arena

© Encouraging under-represented groups to participate in research

© Funding opportunities for four-year colleges and universities

Administrators from all four—year colleges and universities in South @ ZH&iAR

w
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Carolina are encouraged to participate, including Presidents, Provosts,
Vice Presidents for Research and Academic Affairs, Deans, Department
Chairs or Heads, and Sponsored Program and Research staff. Faculty and
staff with strong interests in developing the research enterprise at their
institutions are also invited to attend.

REGISTRATION IS FREE BUT SPACE IS LIMITED—Please go to
www.scepscor.org/outreach/workshop to access the tentative agenda, to
register, and to request a travel grant to attend.

Questions regarding the conference and registration should be
directed to Ms. Dawn Ward, ward@scra.org, or by telephoning (803)376-
4940.

(posted 2/06/03)
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: Check your understanding

Answer the following questions briefly.

BEENE

What is the subject of the workshop?

What are the three topics to be discussed at the workshop?
When is the workshop to be held?

What is the website to consult and register?

When was the conference notice posted?

NOTICE OF CONFERENCE

“Changing Japanese Identities in Multicultural Canada”

August 22-24, 2002, University of Victoria, B.C., Canada

The conference will be held at the University of Victoria, Victoria, B.
C., Canada, on Aug. 22-24, 2002. The conference will examine the history
and current status of the Japanese identity in Canada and m Japan. This
will be an interdisciplinary conference, potentially drawing academic and
non-academic participants working in fields as varied as history, litera-
ture, linguistics, psychology, political science, and cultural aspects of
Japanese studies.

The conference will include several keynote lectures, paper presenta-
tions, and oral history sessions. By focusing on a theme of common in-
terest, namely, the notion of changing Japanese identities in the Canadian,

Unit One International Conference
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Japanese, and global arenas, our hope is to bridge the gap between disci-
plines, between academics and non-academics, and between Canada and

Japan, through dialogue on the following topics:

1. Japanese immigration to Canada

2. Narrative histories of the Japanese experience by Japanese-Canadi-
ans

3. The contemporary status of the Japanese identity in 'modern multi-
cultural Canada A

4. Japan’s changing identity and its impact on Canada

5. Images of Japan and the Japanese ih the Canadian consciousness

6. Japanese as a heritage language in Canada: language loss vs. lan-
guage maintenance

7. The popularity of Japanese language in Canada

Submissions, in either English or Japanese, should be sent by De-
cember 15, 2001, via fax, e-mail, or surface mail to the Organizing Com-
mittee, in care of Dr. Hiroko Noro, hnoro@uvic.ca, Department of Pacific
and Asian Studies, University of Victoria, P.O. Box 3045, Victoria, British
Columbia, V8W 3P4 (fax 250-721-7219).

The conference will begin with registration and a reception on the
evening of Thursday, August 22nd; Friday, August 23rd, will feature a
keynote speech, oral history and paper sessions, and an evening banquet.
Saturday, August 24th, will also feature oral history and paper sessions in
both the morning and afternoon, with the conferernice ending on Saturday
evening. The Centre for Asi-Pacific Initiatives is hosting this unique con-
ference and looks forward to welcoming conference participants to the

University of Victoria.
The Organizing Committee: Michiko Ayukawa, Joseph F. Kess, Hi-
roko Noro

Are the following stalements true or false?

The conference will be held at the University of Victoria, Victoria, B.C., Canada, on Aug. 22-24

2002. ( )

WA 77K

KU

HEE

’

One of the topics of the conference is Canada’s changing identity and its impact on Japan.

¢ )
Submissions should be sent in English via fax by December 15. ( )

The conference will begin with registration and a reception on the evening of Friday, August

23rd. ()
The conference will last three days. ()

—— ™ English for International Academic Exchange



e PRELIMINARY NOTICE
Designing Reading Space: Libraries, the Public and Politics

A Conference organized by the Cambridge Project for the Book, at
Pembroke College, Cambridge Friday and Saturday, March 25-26, 1994.

The design of public and national libraries has promoted fierce de-
bate about the ideals represented, the nature of reader access and identi-
ty, and the specifications of internal arrangements and appearance. No-
tions of the library as a repository of knowledge, a temple to learning,
and a symbol of the advance of civilization, were confronted by questions
of finance, politics and religion.

This one-day conference to be held in the Old Library, Pembroke
College, will examine the building and use of institutional libraries in
17th-and 18th-century Europe. The afternoon session will compare the
problems of public library design, patronage and representation with the
experience of modern library architects.

Further details of speakers and papers will be circulated in the au-
tumn.

The conference will coincide with an exhibition of national library
design at the Architecture Centre, Kings Parade. The exhibition will fea-
ture plans of the new Bibliotheque de France, the proposed National Lit-
erature Centre, Swansea, and the new college libraries of Cambridge (it is
expected that negotiations are currently in progress to also feature mod-
els and plans of two other national libraries.

A lecture by Dominique Perrault, architect of the Bibliotheque de
France, will open the exhibition on the evening of Friday, March 25th.

Anticipated conference fee—£148 to include an evening reception at
the Architecture Centre on Friday, the Perrault lecture, a three-course
lunch and refreshments at Pembroke College, an optional Sunday tour, by
Eastern Region Architects, of New Cambridge Libraries.

Further details will be posted later—this is just an advance notice for
the diaries of those wanting to know the date and for all interested in at-
tending.

A booking form will be available by the end of Sept./early Oct. from
The Malting House, Newnham Road, Cambridge, CB3 9EY

James Raven

Unit One International Conference
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[ Check your understanding

Complete the following statements according lo the nformation given.

A Conference organized by the Cambridge Project for the Book, at Pembroke College, Cam-
bridge will be held

Further details of speakers and papers will be circulated

The conference coincides with at the Architecture Centre, Kings Parade.

A lecture by Dominique Perrault, architect of the Bibliotheque de France, will on the
evening of Friday, March 25th.

The anticipated conference fee will be

Language Assimilation

Heve is the Data Bank. Practice these patlerns and expressions often used in confer-

ence notices.

@ 2 XK\t

(1) The conference will be held at (the University of Victoria, Victoria, B. C., Canada,) on (Aug.
22-24, 2002).

(2) The Workshop is to be held on (Friday, March 21, 2003) from (12 Noon) to until (5 p.m.) at
(the Madren Conference Center) at (Clemson University).

(3) A Conference organized by (the Cambridge Project for the Book) is to be held at (Pembroke
College, Cambridge) (Friday and Saturday, March 25-26, 1994).

(4) (The roundtable) will be held (9 a.m. to 5 p.m., Tuesday, May 13, 2003).

(5) The (pre-proposal) conference will be held in (Bldg. 38, the Oasis Club, Nebo Base), on (May
12, 2000).

@ 22X Em

(1) The workshop, including (lunch and a keynote speaker, national experts on developing research
at four year colleges and universities, panel discussions and breakout brainstorming sessions)
will focus on (three) key topics:

(2) The conference will examine the history and current status of (the Japanese identity in Canada
and in Japan).

(3) This will be an interdisciplinary conference, potentially drawing (academic and non-academic)
participants working in fields as varied as (history, literature, linguistics, psychology, political
science, and cultural aspects of Japanese studies).

(4) The design of (public and national libraries) has promoted fierce debate about (the ideals rep-
resented, the nature of reader access and identity, and the specifications of internal arrange-
ments and appearance).

(5) Notions of (the library as a repository of knowledge, a temple to learning, and a symbol of the
advance of civilization) were confronted by questions of (finance, politics and religion).

—————mm  English for International Academic Exchange



(6) By focusing on (a theme of common interest), namely the notion of (changing Japanese identi-
ties in the Canadian, Japanese, and global arenas), our hope is to bridge the gap between
(disciplines, between academics and non-academics, and between Canada and Japan, through

dialogue) on the following topics ...

@ 2xXxBR

(1) The first day will consist of (an exhibition and demonstration of new, innovative wireless
technologies, devices and applications).

(2) The second day will feature panel discussions on (wurlicensed wireless technologies) by (key
policy makers, entrepreneurs, industry representatives), and (experts from government and
academia).

(3) The conference will begin with registration and a reception on (Thursday, August 22nd).

(4) (FPriday, August 23rd,) will feature a keynote speech, (oral history and paper) sessions, and an
evening banquet.

(5) The conference coincides with (an exhibition of national library design at the Architecture
Centre, Kings Parade).

(6) This one-day conference to be held in (the Old Library Pembroke College), will examine (the
building and use of institutional libraries in 17th—and 18th—century Europe).

(7) The afternoon session will compare the problems of (public library design, patronage and rep-
resentation with the experience of modern library architects).

(8) Presenters will be invited to present (their project’s work) in the form of (a poster presenta-
tion).

(9) Posters will be (mounted on a wall) and authors will be available to answer questions (from
other participants).

(10) (Three) poster authors will be selected to elaborate on their theme (for 30 minutes) on (the
final day) of the conference.

d 2NaXAR

(1) Administrators from (all four-year colleges and universities in South Carolina) are encouraged
to participate, including (Presidents, Provosts, Vice Presidents for Research and Academic Af-
Jfairs, Deans, Department Chairs or Heads, and Sponsored Programs and Research staff).

(2) Faculty and staff with (strong interests) in (developing the research enterprise) at (their insti-
tutions) are also invited to attend.

d a2

(1) The (South Carolina Experimental) Program to Stimulate Competitive Research (EPSCoR) and
(Biomedical Research Infrastructure Network) Programs, in cooperation with (the South Car-
olina Academy of Science), will sponsor a half-day workshop on: (Developing Research Pro-
grams at Four-Year Colleges and Universities).

(2) The Centre (for Asia—Pacific Initiatives) is hosting this unique conference and looks forward to
welcoming conference participants to (the University of Victoria).

7
Unit One International Conference W—————
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(1) We will cover the costs of all invited presenters after arrival at the conference (in Lanzhou).

(2) The costs of invited participants not making presentations will also be covered, but a (300
RMB) registration fee will be required.

(3) Anticipated conference fee —(£148) to include evening reception at (the Architecture Centre) on
(Friday), the (Perrault) lecture, (three—course) lunch and refreshments at (Pembroke College),
an optional (Sunday) tour of (new Cambridge libraries) given by (Eastern Region Architects).

@ I xH

(1) Please go to (www.scepscor.org/outreach/workshop) to access (the tentative agenda), to regis-
ter, and to request (a travel grant to attend).

(2) Questions regarding the conference and registration should be directed to (Ms. Dawn Ward,
ward@scra.org), or (by telephoning (803)376-4940).

(3) Submissions, in either (English) or (Japanese), should be sent by (December 15, 2001), via (fax,
e-mail), or (surface mail) to the Organizing Committee, in care of (Dr. Hiroko Noro, hnoro
@ wwic.ca), (Department of Pacific and Asian Studies, University of Victoria, P.O. Box 3045,
Victoria, British Columbia, V8W 3P4 (fax 250-721-7219)).

(4) All media inquiries should be directed to the Office of (Public Affairs, NTIA, at (202) 482~ 7002).

Simulated Operation

1. Wrile a conference notice based on the following information in reference to

Sample 1.

rA‘D(Zﬁ( i International Conference on School Development Planning
e  Gansu Provincial Education Department, British Government Department for International
EIAL |
1 Development (DFID)

et |School Development Planning T
EXET ' School Development Planning (SDP) experience in China and worldwide
s loneday T
(NiAE Ii‘ﬁé&{ Sept 24, 2004 from 9 am. until 5 pm.
(s | Academic Conference Center,Lanzhou University
| ZMAMAR | administrators from all colleges and universities in China, faculty and staff in institations
HEAFAI I H R i  www.sdpch.org

HREC R e
;ﬁiﬁgﬁ BT E Ms. Hilary Wang, hilary@adp.org, (0931) 8476-6960

FLEWHS Sept 12,2004 T

————®™m  English for International Academic Exchange



