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Chapter One Conference Planning

£ Wit

Maybe all of us have the experience of attending a meeting, but have we
thought about how to prepare a meeting? Surely, it is incredible that we can
achieve success without proper plans. In the following part, we will know how

to plan a conference.
Dialogues

Various Forms of Meeting
Mr. Smith is a director of the Human Recourse Department in Heren
Conference and Exposition Company. Now he is training the new staff,

Mr. Smith: Hello, welcome to our company. OQur company deals with
conference and exposition planning and provides the customer
with high-quality service, and I hope that you will learn a lot
of thing here.

Now, who can answer my question, what is a meeting or a
conference?

Employee 1:In my opinion,a meeting is the gathering of some people.

Mr. Smith: Ok,so what for?

Employee 2: To talk about something,I guess.

Mr. Smith:In some degree,yes. Then how many kinds of meetings do you

know?
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Employee 3: Let me have a try, I think we have assembly, conference,
congress,dinner party, forum and so on.
Mr. Smith: Quiet good. But we still have other kinds of meetings, or
something alike. Maybe 50.
Employee 4:That’s fabulous!
Words and Phrases

assembly n. K&
conference n BIISUGESVGHES
congress n ﬂ:%k’%: BH&ie

BES
WIR(RERANR) 51164

dinner party
forum .
Useful Expressions

at-home party FEES
banquet n. HE
birthday party HEHES
board of directors HES

box supper BERS
buffet party VYRES
Christmas party XM

clinic

cocktail party

n. SHHRCEITERE D
R R 2

commemorative party EEES
committee/commission n. T4
convention n.  4EL;fl4
dance(party) , ball, fandango n. B4
executive council/board PAITERS

exhibition / trade show

RS2 (SESRD ; BR

fancy ball (32
fancy fair X325
farewell party EEES
fishing party Has
garden party i &
general committee/officers/bureau BHEERES

general meeting/assembly

=Rk



institute
lecture
luncheon party
meeting

new year’s banquet
pajama party
panel

party

pink tea
reading party
retreat

seminar
sketching party
standing body
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n.  ELshe
n. PR W
FEE

n ZULESS
FiEs

B AR YR X}

n.  BEMSH
n. BEHRUES
AREE
BEhe

n.  #BEs

n. BRI
TR £
BRI

subcommittee n. MBZREG;NEAZERE
symposium n.  BEFEARHE S BIRE
tea party Ke

trade show N

wedding dinner/reception FEIEE S

welcome meeting WA 2=

workshop n. iWFigs H—ENETED
year-end dinner party BAEES

Texts

Text 1 Conference Planning

Why do we need to hold a conference?

Nowadays, there are thousands of meetings and conferences held in the
world everywhere. And people always take it for granted that we need these
meetings and conferences. Few people can really answer the question: why do
we need to hold a conference? Do we really need them?

The first step is to define the purpose of the meetings and conferences.
That is to say,to set a clear purpose or to think about the goal (the general
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goal and the specific goal). As for the general goal, we mean the broad-range
for holding meetings and conferences: finding or solving problems,
brainstorming ideas, gathering or organizing information, making decisions, The
specific goal means the result or the outcome of the meetings and conferences—
delivering education, discussing business, providing a social setting for personal
enjoyment and planning.

Then we will decide if the meeting is the best way to solve the problem.
To hold a meeting indicates that we will communicate with others, so if we
hope to get information, to make decision in a group, or to build group

commitment, relationship, identity,or morale, we will surely hold a meeting.

How can we plan?
To hold a meeting, we must consider the following elements:
Format
The format can be defined as the overall schedule,or flow of events which
together comprise the meeting. A format for a one-day committee meeting
might be as follows:

CONFERENCE PROGRAM
23 September
Time Arrangement
13 : 00—16 : 00 Registration
16 : 00—17 : 00 Commencement ceremony
18 ¢ 00—20 : 00 Dinner
24 September
Time Arrangement .
9:00—12: 00 Presenting papers in five meeting halls
17 : 00 Closing ceremony
25 September Tour
Participants

Participants mean the persons who attend a meeting. We should consider
the optional number of and the nature of the participants, analyze their
backgrounds, cultural characteristics, emotional and interest levels, Generally
speaking, the persons with information, with power, from different hierarchical

levels,or persons who are directly involved will attend the meeting.

L
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Meeting Space

Make sure the chairs and tables are arranged properly. They maybe be
arranged as the theater-style,classroom-style,or conference-style,all according
to need. Sometimes we need more rooms for refreshment breaks.
Food and Beverage Events

We need to prepare some coffee and tea for the participants to make them
cool-minded and some biscuits sometimes, but not too much.
Role Orchestration

The role orchestration is very important, because once we are not very
clear about our duties during the meeting, things will be in a great mess, So we
will know who will serve as the facilitator, who will serve as scribe, who will
serve as timer,and who will server as minutes writer. A meeting facilitator runs
the process without becoming involved in the task at hand; listens to, clarifies,
and integrates information; keeps the group focused on the outcome or task;
and creates and opens environment in which everyone feels welcome to
participate. A scribe records ideas accurately during the meeting. A timer is in
charge of time to make sure that the topic will be discussed properly within
limited time. A minutes writer will take notes during the meeting and write up
meet minutes afterwards.
Registration

We should consider the following questions; how large a registration area
is required, is space needed for additional services such as restaurant
reservations, tours, local information,or for tape sales if the meetings are being
recorded, is storage space for registration materials needed,and so on.
Hospitality and Recreation

Audience response studies confirm that attendees are more alert, more
attentive,and more receptive when opportunities have been provided during the
meeting for social interaction and recreation. Group cultural and sporting
events create a feeling of good fellowship among attendees. New contacts are
made and friendships are formed. Registrants benefit from the informal
exchange of ideas developed freely in casual settings.

Offering well-developed and interesting hospitality and tour programs for
those who accompany registrants to the meeting increases overall meeting

attendance and enhances the image of the organization, The enjoyment and



