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'SECTION 1 : MEETINGS AND PRESENTATIONS £t fif &

Calling a Meeting 1H£IX

attach M, ML
attend i
check wE, &X
contact BRL&
cover (points) 88 (ER)
decide on
(something) RE (HHER)
draft TZE
finalize RAHTE TR K
gather g
include 88
limit PR &I
prepare EE
thank Rt
NOUNS
agenda Wig, BE
article XE=E
information 28, 8
item IE
list ES
material M
meeting room SWE
packet B8, &, XPiEH
Bl
participant HESWHA, 5
SAR
point 20
proposal RE
reaction RN

sales department &6

OTHERS H#t#id
essential B, KRN
free TIRH, £HEH,

XPIE=RE

o call a meeting 2362 &— X<
Wo

» participants 251 & = s H M
EEBI N

e draft IEETEEEO

o keep something to a certain

Tessie wanted to get reactions to a
proposal she was preparing.

B IAE T MER, AR AL
XMERAYA 26Tk

PROPOSAL MEETING

She drafted a list of the participants
she wanted to attend.

AL T 5 a2 R LA
IALNELRIS

8HA15H, 11:00—
12:00,

...August 15,
11:00-12:00.

...and checked if a meeting room
was free.

------ BAEEG AR E,

amount of time 25{L £ 5%
HE— B E R

e agenda 2iYFEIIFK,

o packet RIEME—EH— L4
Kk,

e cover letter HT %8888 E 8,

She decided to call a meeting with
people in the sales department.

R E AR BT EEBT I DI — k2
l"j((]

Then she decided on a date...
BRIFE s R AL g

She kept the meeting time to one
hour.

AN A1 AN

o review 2¥5JORFIFHN K,

o finalized agenda 258 EHEN
SN,
background 2 #& £ Bf) 3% i i bt
M EAMES B,



——

Tessie contacted people to see if
they could attend.

BPEER K ——FTHLE, DALY 168
(EEVIIESIE

She drafted an agenda with the
points she wanted to cover.

9 KW

She gathered information
participants needed.

WHESS 5 2N AT

send to them.

=1
la

...thanked the participants, ...
HA S ADIAOR T,

...and asked them to review the
materials.

WRKICHIGTRAL

“ PROPOSAL

...a copy of her proposal, ...

PARARZISEENE,

...and some articles for background.

FIAISE TS S,

MR T e BONARK, PHIT

She prepared information packets to

HOHE S AP PERHAS, PASE R BB 52 A

She limited the agenda to essential

items.
W o WO AR S, AR g
i,

She included a cover letter about
the meeting,...

1) Market Presenlat/bn
2) Pros & cons
of, Proposa/
3) Pians

She attached a finalized agenda, ...
il S e S I SIS

AUGUST
TIW|T|F|S|sS
2[3]4]5]6|7
9 J1of11]12]13] 14
5116[17]18{19]|20| 21
27)2

She sent the packets early to give
participants time to prepare.

MERATIEMEHRE TR &, UESIail
HIANAT T AR I 1]




VES
arrange
chair
conclude
conduct

)3

deal with [dealt iT]

discuss
go over [went id]
(an agenda)
implement
invite
make sure
[made 1]
state

summarize
take notes
[took 1H]

NOUNS %1
agenda
agenda item
disadvantage
interruption
item

opinion
participant
presentation
proposal
purpose
snack
timeline

OTHERS
briefly
exactly

Hip 2

Bk, R85 (o

B, 134

IEEIE, Hucx

Wig
W
Big, £
T, FTHA
=
BR, W=

i (W) A

Bk, Ew
RE
B8
il

B iE)

Rifsth, K

AERTH, T

¢ to chair a meeting 215+ %

Wo

» to go over something 25112,
S EERELE R,

#» to turn a meeting over to

someone 5 HE A RZEES 2

On the day of the meeting, Tessie
made sure the room was ready.

WK, BRELMRSUETLHR

Tessie arranged a meeting with the
people in the sales department.

S SH S BT 1Ak 2

Tessie started the meeting exactly
on time.

ZEEI T a2l

The participants arrived early and
had coffee and snacks.

HAE 250 A BRI T 2500, K
B, T CRRRUAIT) .

: - 4R BRI
Id 11{ke to thank \ & KK sk — T Az ( Today I'd Tike your
you for coming. e views on a proposal.
B N — IR E
HEL.

Tessie chaired the meeting.
She thanked everyone for coming...

Z& 94 E R 2 BOF R RS Bk & ik
Lﬁj ......

...and stated the purpose of the
meeting.

SIaRE T2BER.

B fE]ERo

o toconclude BIEE %, &H,

( &WEEE )
® to move on to something 2355
T W=,
» to take notes 25 ENFEAIC
TES AFRIRBELR,
e atimeline E— 751N FRHHE



She went over the agenda briefly...

WA 2 ISR AR T — oo

£, k8
4, Whhto

Tony, that was
great. Thanks.

After Tony concluded, Tessie
thanked him...

FEIRA G, AHAMA T 1R

Can anyone see
any problems?

Well, what
about costs?

RERE

B B

...and invited participants to discuss
the disadvantages.

------ YEREPNE ST/ SibL: S b

We’11 need answers for the
questions raised today.

EMEEX
, RS XRATR
B9 B
A i,

Tessie summarized the discussion,...
P RNl DERS ST i 5 - IEILLD

WEHMN—E

SHT— TR \ the pros and cons.
ML,

...and then started on the first item.

------ IRIE T TR

Now let’s consider

...and moved on to the next agenda

item.

...... SRIFGHEN N —T5 2 iR o

Tessie took notes during the
discussion.

RFEAIE, FELHEL.

: H1M4H25H8
Can we meet again -
on April 25th? B —X
=, g2
[ ARl ]
56 n: (f-l]»]f
L 12[13[ 14015 16 17 fra

...and gave a timeline to implement
the plan.

------ I FLfE 9275 S i

...also, we need

I’ve asked Tony Chan to
tell us about the market.

B BB
X457 B e
6= ‘

First, she turned the meeting over
for a presentation.

B, M AR A .

One good point

Tessie asked for opinions on the
proposal...

FEPEHIMR GO T IX IR B W o

to increase...

In a minute,

She dealt with interruptions.
St 3T I 80 A 2K 5 1 T A
’EEEIO

Tessie concluded by thanking
everyone for coming.

B S WA ER AT T
),




FRRS
Redatils]

accept

5%
acknowledge AT, #[E
bring up

[brought i3] R, Fl%
disagree TEE
handle

(a problem) 438 (B3 )
interrupt FTHT
invite BiE
point out e
raise 1ok, e
recognize A, AT
rephrase ENRE
resolve Rk
signal BHES, TR
summarize REs, 134
support XFF

advantage

e, Fik
clarification R
disadvantage Beag, A
discussion i+t
interruption FTHT, TR
issue [o] 3%
objection W, ik
participant HZ (=) A
proposal RE

» point something out = call attention

to it 3EH

pros and cons EEZL S
( advantages ) F0%LS
(disadvantages) ( ZF0F0IR4 ) o

L

» bring something up = talk about it

Wi ( EANa )

someone’s view =22 E AXE
HENE X,

ASWE, WR—NMABLS,
il INEE (look at) K= A
EFH7§% (raise)— T F,
recognize TAT], WG, THF
AT RUATT R A B 2 it s &

L]

Tessie pointed out pgssible advantages

of

accepting the proposal...

PO HH R AN X — i 5 A AR R 4

I"d Tike to know
what you think.

FABHE R
KA %o

Then Tessie asked participants for
their views.

ARG ZR G R KIS

Tessie recognized her and invited
her to speak.

ZERONADT HA R 5

" ;uppon an opinion 215121 =
TREMRBEATAZEE—N
=

to bring someone into discussion
—EILEARS,

to handle something $5AL 3hith 4t
HE=E,

an objection £ &KX EN, FEM

M

Resolving an Issue Through

Discussion L iEAFRIE

...and brought up possible
disadvantages.

------ [FII B 1 TTREREAEI e

Susan looked at Tessie directly and
raised her hand.

SMEAAII T,

I think there is a
real problem...

5518 H —

RIS K

Susan gave her opinion...
TIWRR 1 F R

» providing clarification 588X 14

F1E (ENE) 898X
» rephrase an idea 215 fAE
ﬁﬁﬁﬁ—iﬂﬁo

However, there may BE2tMhiF
be problems with... T
;%E ......



That’s a good
point, Susan.

...there’s a lot of
data to show...

AREBEY

I, XN
N : 7, X2

TREF A o

Tessie acknowledged Susan’s
points...
ESEPSPIR | IGPJC O S TG p

...and supported it.
------ L CHI e 8dh ) uEwl
CHML o

I understand your
point, but...

HHEBMRNE

Tessie handled the objection.
ZEPEF EH I S8 T7 LA TR FIAR L,

Sam disagreed with one of Tessie’s
points.
[ R NEFNE S S (OR S

Could you go over
that again?

TR
(M) F
{5

Jane didn’t understand one of
Tessie’s points.

AR AR S B — W

Tessie rephrased her point.
ZEPETEANMRRE 17— F b i,

There’s some
support, but...

A—EEY,

Thanks, Sam. We’11 get to
that in a minute. Susan?
BHA, R,

HMD L3
B Fr

Tessie summarized the discussion...
B PRI B I TN G

Tessie handled the interruption.
ZEPER XRIT R BI K  1 S ol AL
.,

Gene, what do
you think?

...and brought other people into the
discussion.

"""" [ LS AN B 6

Could you tell us what

you mean by...?

oI

Susan asked for clarification on
another point.

JPIATEE (29 ) X oAk T
SRRE

Sam interrupted Susan while she
was speaking.

YO H I A5, BEAR T T b

We need to move on HA1ZH T

our last item. - «

to ast item BE—Aiy
BT,

...and signaled the end of the
discussion.

------ IHHAREEE R




arrange ZH
connect EiE
face mx
focus EdfENE
make sure iR
organize AL, FEE
point i, &iF
practice %3]
prepare T
set up [set id] Bar, XE
time THEY
wt‘ 1| “Mf" H
audience 0T X
equipment w"E
essentials AR
handout ENRRI &
Internet ) 2%
market trend HiHEH
outline ME, KN
overhead

transparency ~ SHLLTH
presentation ]kE, Er, EE
publication tHH&%
research R, BE
screen ﬁ%
slide TR
software gl
topic *7m, #E
visual EVMABE (04

Th. HES%)

current LETH
detailed B1KH
main FEN

o outline 2/ HHNE. ¥,

» do research &3, #iFZE, 2
KEEENHR,

o look something up #6Z 115 &,

o visual ZIEEEEATATINERS
BASENNER,

Could you say
a few words...?

Tessie asked Tony to talk on
market trends.

e R E R =N RIEZ7) < DR IETR s Gl N1

...and did research to get data he
needed.

------ SR St o e

...and looked on the Internet.
------ HH EM (EifEE) .

Tony made an outline for his
presentation...

fERfe s S

T— 1=

He looked up information in current
business publications...

AT 214 T HH R A 2% A Ml T b 2 4

Tony used software to make visuals.

FEIRJTERA T — S EDML I s (Z0%T
;[l‘) ©

Equnpment needed for presentations Iﬁl#*iﬂ’]&% ;

% Jaser pointer video j

b G =t projector ‘

(connect to {

a computer) g

pointer \ ( RN
Hosrae overhead B ) W5
5 prOJector =21
BERBN

o handout 2EFTENH R INEES I
B & B ARSI R,

o work EEVRHEEEELEE,

e presentation software £ fiT |

ETER W BEINLXT F S H A

EFrR 3 894,
o keep something short {54558
B, FHEE%,
o focus on essentials $5{X{X 4 &
(%) BENES.



ACCESS POINT
TOPIC I

> Point A

¥ Point B

2a Point C

I

His slides gave the topics and the Tony made some overhead ...and arranged for an overhead
main points. transparencies... projector.

24T B dE F eSS E UL FEJe s T e (BT B ) B e JRRLNT T — A REEL
‘f(’lj‘]%‘o H ......

He prepared handouts with detailed Tony set up a screen... ...and made sure the presentation
information. FLIR U — N Rt software worked well.

e TSR R (T e SRIE AR A i fE IR o
BTAX ) o

He practiced giving his presentation. He practiced facing his audience... ...and facing the screen only when
Mo > ks AL S TR T == pointing at something.
------ P 4 B RO A 7
;2o
Ry

e
@t’_s Just 15% E@+F 540,
SR,
o

Tony timed himself... ...and kept his presentation short... ...by focusing on essentials.

e [f;] Copbsreeeeee e ﬁE(EUTfT’TJ P ﬁ?)H ;h"ﬁ# 5




conclude RE
hand back TR
hand over B
introduce 4B
outline ME, Tt
pass out R (MR )
point out bictasl
refer to HR, RE
show Br, B
state R, k69
summarize REE, 1344
use prg it
bar graph HERE
computer projector B AR ARAL
graph B
handout BMETE
line graph ESHA!
marker SRE (#i2S
AE)
overhead projector =Y
pie chart BHRAE
point 5
pointer femEs
presentation ®E, B,
JEU
purpose B
question o] 7R
whiteboard BEBER

e handout 2¥5FTENH K IUEASW
B & B R R EL,
¢ outline 2 HMNNE. it¥,

e summarize 5 XIAEIM ( B4 ) —

TEHEE (X E@m) .
s hand back f{EHREZE, LW
BRI IR AT A,

LW E3Z %

BRRREIARBAT I, R, Bha, =3,
I think you all know Tony, it’s all Thanks,
Tony Chan. yours. Tessie.

Tessie introduced Tony... ...and handed the meeting over to

T . i
...... SRIEFI LA ] 248t

First, I’11 explain,...

Today I"d Tike to explain next,... finally...

our marketing plan.

SREBANT
—TRIMNNE
SR

Tony stated the purpose of his
presentation.

el TR L,

He outlined his presentation...

A4 T AR RIRESRL

You should all
have a handout.

I"d Tike to start with
a review of...

RERIZEE

N B T, EEHMNE

...and passed out handouts.
------ 53 KATEIM R A TR RIS — N,



TAFL { ]

i Some things used in presentations |

Now, if we Took at this, | EHEERRAN-LAR |
! WRFNEBEXE, : bar graph

| ERE

| line
| graph
I~ 5 |
: . | pie chart ,
He showed a graph on an overhead ...and pointed out important e ‘
projector... information. | OERE
BSEAUE R AN e JFFLARH T IR D TR
: table 1,uo T
| )
| overhead
If you look at EEME, } projector
the handout... SETM e 5 Vs e
g i
U - eeeee : {
X D Past computer
) Cuorcent projector
EE TR A

R I whiteboard
= ; BEREIR |
eraser

EE . marker \
e SwmE (M2 |

! SHNE)
Sometimes he referred to the He concluded by summarizing the | pointer
handout. main points. | fETeR / |
AN EE 2R P 2 B, Mgk g s, T

to the chair.

...about $50,000 over the
( next 3 years. ) S
AL 2 L7 \ B2 W BT 8] 32

BHER Ao

Then some people asked questions... ..and Tony answered them. Then Tony handed the meeting
SRIGATEE N T — S e FEEHAT T 1%, back to Tessie.

SRIGHEIE XA 2N (138 R4 450t




SECTION 2: TRADE SHOWS $ 5 R4 I
Preparing for / Arriving at a Trade |
Show  MBE/FRSHBEE

I Preparing for a trade show #A&HRZEY

check in 2, kE

ARE
enter HA 0‘1‘?\“{,‘21”"’«
look through Xk, @R
pack up 21, T8
plan T
prepare HEE
pre—register REEID -
put on [put 37] £ Jim registered in advance for the trade show. (He pre-registered.)
register g0 TEUE BB R TR AT
ship HiE
stand in line I’d 1ike four economy
[stood iT] HERL—BA Let’s put a class seats, please.
banner here. HMEHEE . ) ...four single
EEEEEO 1§ FuiT 4

airline reservation  FUTELHE

badge B+, #@E

clerk NER, BEEFER

convention

center SEB/EW G

directory ZE, BF ‘

escalator EEIEFR A He and his staff planned their ..and made airline and hotel reservations.

exhibit bak exhibit... (See Chapters 27 and 28.)

exhibition area BX AR TA TR - s FERWOT TR A, (i

exhibition hall B KT SR B27RIR8, )

express courier 1R R

hotel reservation BB (BEE)

T

material 7L

program packet EFES

staff AT

trade show REER

turn B, B8R
They packed up some ...and shipped them by ...to the exhibition hall.
materials... express courier... ... (53] Y AT
AR . f7 e SRR DB T
$s ke AR5 e

o register ILL FBILES 5iEF o exhibition hall B AT, TIUE REHAERFR (HERHR)

(B ) IARBE S, —NERARR, BTME—TK Bk o
e in advance 1287, Wik BRI —AXE ( Flanxis
® plan an exhibit Xt /& Kt %, #*® H—ED) .
ERRT4, WAEBRE, e checkin Z)3x ( ¥ ba ) 2 /5#
e exhibit B;x, B THEL,

o express courier % e program BLEH. RHFHES,




