





H B RS B (CIP) ¥R
THSREE/MRA TSR — b5 TEF SRS RIL, 2006

BRE TSRl EH
ISBN 7-5045-5639-4

I. g 1. #7 T BYSBE N H31
A 34 CIP B 7 (2006) 58 057647 5

IR A 2R U AR R R AT
(ERTEFRE 1S BEBHRES. 100029)
B A RERR
JERLSEEPRIA R ST L AIEPRIREIT  FrEHIELe)
TRTEA X 1002 3K 6 HAE 11.75EEK 24 TF
006 5ET HEE1ER 2006567 HE 1 KENRI
T 18.50 7T
EEBRSEIAE: 010 - 64929211
ZHITHRRERE : 010 - 64927085
H AR FIE: http: //www. class. com. en
B EE =R
AFEIE: 010 - 64911344



¢k

%]

Hinj
L —1

& B

H HE

*

BE

&5
&5
[E]

£

# #

ERRIRVEEMRNEA
RS 2REPNANBHREERS

e
R B

) E 4h

(F KL HF)
RER W 2
(FHEK LB HF

Iy g 4
& JF
X} A
MK E
#H M

SRS
%3 F
X A0 3
B A
K &

E3:3
AFHE
T 2
ATHFA
#x W

Daniel W. Lund [ %]

ZSEE PN EA

FARA (&5 B 223U B A A IR 8] 475D
R W GRS T ERE R
Daniel W. Lund CGRAF EH ZEMKFHLFERY
% ¥ 4+ Griffith Business School, Griffith University,
Queensland, Australia)

N
&% 3
ik E
W
147 %

A 4R

EER
e
kR
W H IR
BB M
B4 4%

R
x| £ 14
&R A

o

® A4



K& Wit

745 2y [ B R HP Y 35U E LRI LRS-

APRECBAT ARV ERMEH. BB AsE9lx, &35 5)
SRR DA ENANGE ., 2HIL 128, BEGCQH 3 B RiHEE.
LR AR ATAN M . B—# S MO R E . £ F/ N0, HlaEE, 1§
BT B RAME SRS, SREREAL. 2RI FEE: B=
O RFNFECE. BEHE, MBS, £2BNEEE, FREEY,. &
EEBEL SR W IEHE.

F-HEHEH. SERBESRERE L EH, BAEMRATSR. FREEER
R R BE MR B RSB LA TR A& s NS, 3t
FTHRESRIRE TENBRXAREBFHEENSEZMH.

AR A 498 HEBEMWH . Daniel W. Lund FF,



SR ZEBSES, SET., LB, dsbEH “walEm— 4R 458
oL, EARAFHHAEAZFEAAGIESLfR A A HeME 0k, K
RBABKR., REWNRRAAL A ELEHE, HYGTEHEFTLGRELE, ATHE
ERBHERREGRAFTHTE, KRNAASHAMG AR L, FEATLRAF LA
Flat, Xk 15 K,

AEXREZFBMGFLHOERERIZLE: ASSEARTEEHFSEMR
., YEHEREHRELERSTEHEARRS. FALASZHMRT P, FEAE
FRENENAS, RXNHEEE, TEAERASREEA M S, FRARF
HELN P, LFEFRLEENES., LHEF ALILLRE P-o, FE L EFE)
B iaindas, RHAEGFRXNAEL TS, FHREXQSEMALF S, HY S
Bk (FBR) AR, BR2LBEANE (48), RBILFHES P
BEAHFFE., LERXPHRBERASHRTEAR P o, Sl R FRFFR,
AAELIRXFHFRE. ANEAFRLASRES, N2 4R LA EFRY EhH
9, FFAREZ A A A e L AL, SR BAT I o T AF 5K 0RO R TR
ROKFHA+ 5 TH, EREBMe, 25RO, &8, F 5
HATT R AL A I8, BB LA LT 4.5

L ARBEARAITLMAREGEZAARFLEIHARS LEGRLLE S
(CRREA . ABDRAREAD . B4BANEH, BB ETRES ., FHKEH), HE
B IR EW ., R &M, RAKRMOGERAE, 2P0 0oRHEL
JE AL E S Bk K42 69 F &,

2. BEFEMNMNFLR LM BEHE BB ZAT R HH AR, A, A

WEEANFI AR TN P, KA ey et e TR
o 1 -



3. BB FHEFaF Ak 69l LA, SR EM A L, &2 B
A%, MmH¥, B4, LEALAHEM VT RHT RERH, WAHAFEHANTF
CECEIE BB R N R

EHEMHEERY, RATHSFFAGTSEFSMHER,. PRALSEASZ
FHAEP LT, S EHMBEOFLFRPORFHET R Fo o, ¥
A% Fe) RRBI A AMWERSEE; RE5TFTROFELR B THE LA
W) B RA A, HHA A B At T AR, Ak, BRMNEAFRECHA
W OERT, BEoA B RiEHAEM R E R R, ES TR A

2
)D'g*o

FRNH EREBEBHAE
2006 4% 4 H



g & 1) G

MESERBREFARTHRERRE, BNRSEFLEERPENARREEY. RRER
B, FHEHEELL: 2RAR AL FEEEERL; 2RBAHKL £AHEARKR
fb; BAEXEETIL; SEEHELHN. ELREANENRHESWEFLE —BRHNKXRB
HBELSWEAK S (EIBTM) 2004 £ K& % Fl4R# . TMHKE XV LRE FRTESL N
FhHAXRITRZTFROER., XHAENGES AW AR IS KB, FIEAXERE
BT, 2004 B REHAEFLIBE 223 PMEHERMEN, THEHREANFESER
BB —HEWEE, HEBEEYE 46X, RES4REIHERTEARNAGET XL
KPR AA, EFEFT LY ST ALSERT AT LRE, Ak, BHL2ETLN
AR ELEEATRNLES2E, 2RERAEETLEEFRTS~ £,

EFEMPEFREARSERRNBETFEAFHE. RFPELBETLEFR, WEF ZHF F 45
L. MiEEE R gL, %R, AES20., BE. ¥, EHEALAFREN
FREFLS. BEARAANFLETL 20850 EB, NAATRERBFRAE. RAEHR
RENFEFENE, REER. T EHA, ERESF, THNY T 2R L H £ (Special
Terminology) K 4 &% F# L (Savvy's Viewpoint) Z{#£ 8, B8R & H % 4 25 4 3 ot
EEETHSETLESAG TN ARS LERF., KEXFFUBANEN., BFREEHR
BERFENEIR Y, EANELEHEA S RAYE, BEEE, EEFSH. ¥£BF,

ERAFFHAHEZIE, BB RAFANSCEH RHENER —LESX¥ 284
KEEEHE, URGHFANFRFILHME, AFAFERE LW RESR. TFHEHEEW
Danicl W. Lund # L # U 7T HWEL, b —HFEHW. XA HESRTLRAEAFELITHE
HFH—FORERE, WZELHSEOATFAR, XPRAATLAZEHRZL, RIEEN
W, TRFEHRH, AT EBLERBLBEF LAAREPRE -S40, EX4H8TH

L

20067 F3H 1 H



LESSON 1

LESSON 2

LESSON 3

LESSON 4

LESSON §

LESSON 6

LESSON 7

LESSON 8

Contents

MEETINGS ovveevreeeeeemeeeeeeeree s eeereeeeeeee e e e e
A I-Tew Thoughts on Meelings ............................................. (1
Samp}_e lLetter Of Invitation ................................................ (113
EXHIBITTONS e et e (15)
Tradeshows, Exhibitions and Expositions «:reeereeeomeinn. (13)
What is a Meeting Planner? ............................................. (24)
EVENTS e e (29)
Bringing an Event to Life! --oveevv (29)
Scoring Blg Wlth Sports FEVBTILS vrrvrrirrtrraaiiiiiiiiiniiarrnniisiarans (413
TR AVELS e e e (18)
The New Waves of Incentive Travel covvevveierinniiiniinin (46)
Advcrtisemenr .................................................................. (37)
VN o e et a e ran s (63)
Location,lJOcation, ATIG JLOCATIOTN voerreecramrmnrasresresrasssssisnennnennes (653)
Advertisement of a Convention Center - - e, (72)
FOOD AND BEVERAGE oot 77D
HOW Was the Food ............................................................ (77)
Sample Invitation Cards reeveeiemiaimmirri i v aa e {85)
AUD IO -VISUAL - o e et rneeans (91)
Interpretation &_ Transla{ion ............................................. (31}
&und and Light,Please! ................................................ (101)
COMMUNICATION oo e, (107>
Coordinaring a PTCSS Con[erencc ....................................... (107>

oIo



How to Select and Invite Speakers «covverererin (116)

LESSON 9 REGISTRATION i it azn
Creating a Budget for a New Show «rovvvrmmmn, (121

The XIX ABC Conference Registration Form «-wrreveeeieieenn. (130)

LESSON 10 CHECKLIST -evoveereeeretreseoermrareareeeerermeessaeeeoerenes (137
A Checklist for Your Meeting oo ommmmeremmemi e, (137

Writing a Thank—you Letler .......................................... (145)

LESSON 11 MEETING YOUR FUTURE v ininesaieaanns (150)
Writing a Perfect Cover Letter v, (150)

Sample RCSUmC ............................................................... (160)

LESSON 12 FUTURE OF CONVENTION INDUSTRY -ocvvvvnnnn. (185)
Having a Sucressful Mecting! ....................................... (185)

Online Meeting at Your Fingertips oo, a3

o I it 15 o

Part A—Selected Reading Part A~ i85k
Al. Selected Article Al ¥EESE
A2. Vocabulary/ Idiom A2, AiR)/E)C
A3. Sentence Translation A3. 0] ERIE
Ad. Situational Dialogue Ad. FFEHE
Part B—New Concepts Part B—& R &
Bl. Dr. Ko’s Savvy Viewpoint Bl., #fjfE £l &
B2. Useful Terminology B2. 2REE W)L
B3. Industry Data &. News B3. E™IER
Part C—Relevant Subjects Part C—Z1R{BX5E &
(1. Supplementary Reading Cl. #pF 3%
(2. Talking about Phrascs C2. 1IBHisA
C3. Questions / Excrcises C3. |nlf/ %



LESSON 1 MEETINGS

Part A—Selectad Reading

Al. selected Article

A Few Thoughts on Meetings

Webster’s defines conventionas:”An assembly, often periodical, of members
or delegates, as of a political, social, professional or religious group” (Webster’s
1974,310>. The word meeting is similarly defined (Webster’s 1974, 883)as: “A
coming together of persons or things{or)an assembly; gathering of people, es-
pecially to discuss or decide on metters. ” These definitions help to classify such
events to some extent so that people can understand more about what a con-
vention really is.

To more accurately define a modern meeting or convention, we must also
pay attention to the fact that such assemblies may often:

* Occur at specific places called facilities.

* Involve food and beverage services.



* Provide for specialized technical support such as audiovisual equip-

ment.
* Require fransportation.

¢ Require housing.
* Involve exhibition of products.

* Require convention or meeting delegate entertainment.

In a way, conventions and meetings may be compared to entertainment pro-
ductions wherein meny details and specialists need to be coordinated for a pro-
duction to be a success.

it must be admitted that the meaning of the word “convention” has underg-
one a radical process of change,which is by no means complete. The criteria to
define the term are no longer what they ware.

Today. however. the tune has changed. Despite modern technology and
new procedures for gaining tighter control of mass-communication processes.
the “old” form of convention is still with us. k is still an exchange of experi-
ence, opinions, knowledge . and know-how. in the fields of science, trade. or
industry.

A Form of Communication

Conventions are acts of communication and communication is a basic need
for human interchange for mutual influence,and for reciprocal recognition of hu-
man behavior patterns. When we talk about conventions,we are concerned with
a form of communication having specific characteristics.

If management decides to use an instrument such as a congress to pass on
experience, ideas. or knowledge. it is fully aware that only a living dialogue can
create an environment in which agreement and understanding can flourish, and
where common ground can be established. For a successful conference, it is es-
sential to have continuing and “accessible” communication between the various
participants, with giving and receiving of views and opinions. intentions , experi-
ences,and even advice.

Modern industry utilizes a convention or meeting,as one of numarous mar-
- 2 -



keting instruments. Today. it increasingly serves one aim: “advertising and sell-
ing”—trivial as this may sound. Whether as a madium to promote consumer
goods or as a specialized scientific conference,the convention serves as a plat-
form to arouse greater interest. The convention “promotes” interest among peo-
ple who are gathered together to pass on or to receive information.

The following types of conventions can be defined:

* The convention to maintain the status quo in sales.

* The convention aiming at expanding sales volumas directly.

* The launch conference, which introduces new products to likely buy-
ers.

* The accompanying congress as an integral part of larger events such
as an exhibition or trade fair.

For industry.the convention is also an interpretative process with all its inter-
connections,where the inputs are known and the results uncertain. However, the
conference serves the participants as a source of information, and it tends to
interpret the “message” to them on behalf of the meeting organizer.

Types of Conventions

The different styles of meetings have different natures and can be basically
classified as belonging to two types:

* In-house events:
< Training maeting,
< Creative maeting,
<& Motivation meeting,

< Problem-solving maeting.

* BExternal events:



<& Sales meeting,
< Know-how transfer meeting,
< Congress for negotiations.

T hese conventions types differ substantially in context. The mein motivating
factor for them all, however, is information. The nature of the target groups
makes considerable demends on the organizer.

Who Participates in the Meeting ?

Whatever the approach to holding a convention may be, five elements of
differing importance are always involved. All have individual wishes, expecta-
tions,demends,and requests,which can be met only after mutuat and open dis-
cussion:

* The initiator—The company, association firm or international organiza-
tion,government and so forth.

* The public—The audience and participants

* The organizer—Professional convention organizer, the intermediary
between convention hoider and convention venue.

* The representative—The link between the congress venue and the
delegate of the convention.

* The conference venue—The conference premises comprising various
rooms, facilities, and environments.

Conventions meke an important contribution to the initiator’s (company, as-
sociation, government or organization) imeges of industry. An evaluation based
on experience shows that they all have one thing in common: professional con-
ference organizing work is becoming more important than before.

A2. Vocabulary / Idiom

1.define [difain] ve. R, 4G Fas
o 4 .



2. periodical [ pisriodiksl] n. #{T),adj. B, 89

3. professional [profefonl] adj. HRMY (b)) #; M E B AY
4. similarly [’similali] adv. [E&EHL; FH {5 HL

5. classify [kleesifai] vt §-ee- i XY < SRTPIYR = -3 ]

6. accurately [sekjuritli] adv. #HETHHL; ¥ TRHL; E TR
7.technical ['teknikal] adj. 1. 28R BHEH

8. equipment [rkwipment] n. Bl&,%&

9. delegate [deligit] n. 2i8ftFE ;{CEHHA

10. entertainment [ entateinmont] n. IBf%, 7. B
11. detail [‘di:teil,ditei] n. 40757 ;%4 BisE

12. specialist ['spefslist] n. &%

13. coordinate [ kouodinit] ve. ¥, #4357, {FB

14, admitted [odmitid] adj. 25ABT, HH 19 9

18.undergo [andsgou] vi. B57: %% . 8%

16. radical ['reediksl] adj. HAHY, ZEAK; BIEH

17. criteria  [kraitirio]  (criterion BIE 0 n. CEHINF HIFADSRHE, HEN, R BE

18. exchange [iks'tfeind3] ve. A5, B, i

19. experience [ikspiorions ] n 2% (+of/in)

20. knowledge [molidz] »n. ST, 25 0 (4of)

21. interchange [intstfeind3] vt. Z5#, H ¥ (+with)
22. characteristic [ keeriktoristik]  n. FpE 4HE , 456,
23. management [‘meenidsmont] n. 458 ; 284
24.instrument [instrument] n. FE,TH

25. dialogue ['daislog] n. Xfi&; 25k

26. environment [in'vaisranment] n. 3% JYJELRM
27. agreement [sgriment] a. &, —3;: N

28. flourish  ['flarif]| v, ¥ 128

29.ground [graund] n. 3735, W%

30. essential [isenfal] adj. DB, AR EA)

31. various ['vesries| adj. A[RE]fT; & FhZEEH

32. accessible [ok'sesobl] adj. B[{EiRAG
33.increasingly [inkrisipli] adv. B3 HE 2 H

34. advertising [‘=dvataizin] n. [

35. trivial  ['triviel] adj. BAZM ANEER; LHED

[ 93]



36, medium [‘midjem] a. FE]:; FUE ;S S
37.promote [premout] vt. FF(+Fto) , HES
38. arouse [srauz] wi. Ml ;3@ FHE A

63- Sentence Translation

1. The word meeting is similarly defined(Webster’s 1974.883)as: “A coming to -
gether of persons or things(or)an assembly; gathering of people, especially to
discuss or decide on matters. ”

RPGXR (F IGTR 2L, 1974. 883) F] AEUE XA “ AF MR R, RES; 177
RATICEIREFFTERRABES".

. It must be admitted that the maaning of the word “convention” has undergone
a radical process of change,which is by no means complete. The criteria to
define the term are no longer what they were.
BATIBAN SR XML A BN EXEELH T E oM, FEX
PRI ZESH AR F G AANRERRLDERRT .

. Conventions are acts of communication and communication is a basic need
for human interchange for mutual influence, and for reciprocal recognition of
human behavior patterns.

KWRBRHER, TMYBRKEALTRE NI ZRNEATR, B AL
TR E A,

. However, the conference serves the participants as a source of information.
and it tends to interpret the “massage” to them on behaif of the meeting or-
ganizer.

g, SWRES2EBFRWRT, G2 AEFRWUEDEBRE

- An evaluation based on experience shows that they all have one thing in
common: professional conference organizing work is becoming more important
than before.

— PRI R IRE B 0 T A 12N 30 i, A ik E
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64- Situational Dialogue

(Victoria is walking into the Qingdao International Convention Center, and
she is trying to find the way to the Forum)

Security: Hi there! What can | do for you? Young Lady!

Victoria

:| would like to go to the 15th Applied Biomedicine Forum, could you tell

me which floor | should go?

Security: Sure.Lady, You are now at the lobby floor of the Convention Center,

Victoria

the Forum is on the third floor, Roorn 307.

: Thanks! | think | can find the way to the Room.

(Victoria comes to the rmain entrance of the Room, and Richard, the Forum
organizer, is standing in front of the Meeting Roorm)

Richard
Victoria

Victoria
Richard

Victoria :
: You are right about it. Many people share the sama viewpoint like you.
:By the wey. where can | get my program book and information pack-

Richard
Victoria

Richard :

: Victoria, how are you lately?

:Hi! So nice fo meet you again, Richard.
Richard :
:Well;| have been working on the biology field for almost five years.
:We have invited three well-known industry speakers to speeches in the

I do not know that you are interested in the Forum?

Forum.
I wouldn't miss it. That is the main reason why | am here.

age?
It's right over there, just turn left and you can find the registration
counter and have a good meeting!



