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Academic

N Learning Objectives
' ¢ To understand different kinds of international meetings
¢ To familiarize principal conference activities

¢ To know where to get conference information

& To learn how to prepare for the conference

Part 1 General Knowledge

There are different kinds of international meetings and they have different
names such as conference, congress, convention, forum, seminar, symposium,
workshop, etc. In this book, we will mainly focus on introducing the ones which
are more closely related to the academic field and may be more beneficial to
graduate students and to the demonstration of their research achievements, for
example, international conference, forum, seminar, symposium, workshop, etc.
Quite a few activities may take place in an international conference, so organizers
of the conference need to do a lot of preparatory work for the conference. For

those who want to participate in the conference, there are different ways of

Y
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obtaining conference information,

1. Different kinds of international meetings

-

International meetings can be given different names according to their own
characteristics.

Meeting (&) &S #R) refers to various kinds of assembly or gathering of
people for a particular purpose, such as for a business, social, or religious
purpose. Meeting is a general term and it can mean any kind of gathering.

Conference (K & & i) is a formal and large-scale meeting which is
organized on a particular subject to bring together people who have common
interests, A conference usually lasts for a few days and consists of formal
sessions such as panel sessions, parallel sessions, forums or workshops, poster
sessions and informal activities.

Congress (f & X &) is usually a large-scale formal assembly of
representatives, as of various nations, to discuss issues, ideas, and policies of
public interest.

Convention (4F £r) is a formal and routine meeting of members,
representatives, or delegates, as of a political party, fraternal society,
profession, or industry.

Forum (i 3%) is a public meeting or presentation involving a discussion
usually among experts and often including audience participation. At a forum,
people exchange ideas and discuss issues, especially important public issues.

Seminar (i} i &) is a class-like meeting, where participants discuss a
particular topic or subject that is presented by several major speakers.

Symposium (B} £) is a meeting at which experts, scholars, and other
participants of a particular field discuss a particular subject. A symposium is
usually narrower and more specific in the range of topics than a conference and
the scale of a symposium is also usually smaller than that of a conference. The
essential characteristic of the symposium is that a few persons discuss a subject or
problem while an audience listens.

Workshop (3 W1 BE) is a discussion and demonstration of the practical

2 4%
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work on a particular subject, when a group of people learn about the subject by

sharing their knowledge or experience. A workshop involves not only the

professional and academic discussions but also practical performance.

2. Principal conference activities
i P

Different kinds of activities may be involved in an international conference
such as formal meetings, informal meetings, audio and visual presentations,

visits, etc.

¥ Formal meetings

Formal meetings usually include general assembly, plenary session, parallel
session, poster session, etc,

A general assembly is usually attended by all the participants of the
conference and sometimes by government officials and reporters. A general
assembly is characterized by the opening ceremony, welcome speeches, general
speeches, and the closing ceremony.

A plenary session is also attended by all the participants. There are usually
keynote speeches relevant to the themes of the conference which are given by
well-known experts and take longer time than ordinary paper presentations which
take place in a parallel session.

A parallel session is a smaller-scale meeting and several parallel sessions are
usually held simultaneously. Such a session is for participants to present their
papers and usually a special topic is arranged for a particular parallel session.,

A poster session is an occasion on which papers are posted on boards or walls
in a specially separated area of the meeting place. The participants can go to read
the posted papers and discuss them with the author if he/she is there or go to a

special place for the audience who want to leave a message for the author.

FE Informal meetings

Informal meetings refer to informal communication among participants of the

conference., Informal meetings may take the form of “free information

.
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exchange”, “free paper presentation”, “free communication”, etc.

As for free information exchange, the organizer may provide a range of
topics for exchange of views. In some international conferences, free paper
presentation is arranged for those delayed papers or papers not formally presented
in the regular sessions. Free communication is usually arranged between sessions

or during the break of a conference,

& Audio and visual presentations

On some occasions, professional presentations need audio or visual aids.
Such audio or visual aids may be the use of slide projectors, videotapes, short
film projectors, PowerPoint, etc.

K& Visits and other social activities

At a conference, there can also be visits and other social activities in or
around the host city, such as visits to historical or scenic spots, visits to famous
research institutes, universities, or museums, banquets, various parties,
concerts, games, etc., These activities are held to provide the participants with

more opportunities to come into contact with each other and establish friendship.

& 3. Available information sources

There are different sources to obtain information about international
conferences, such as specialized periodicals announcing meetings, professional
journals or magazines carrying meeting announcements, organizations specializing
in meetings or international communication, conference documents including
meeting announcements, conference brochures, invitations, correspondence,
etc. , the Internet, private channels including information provided by teachers,

schoolmates, colleagues, friends, and so on.

4. Preparatory work for the conference
i p Y

A lot of preparatory work needs to be done for an international conference

including working out and announcing a Conference Notice, a Call for Papers,

i
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and a Conference Program, writing and replying relevant conference letters,
making signs such as “ENTRANCE”, “EXIT”, “NO ENTRANCE”, etc. to

guide people during the conference period, and so on. In the following parts of

this unit, we will introduce how to write Conference Notice, Call for Papers, and
Conference Program respectively; writing and replying relevant conference letters

will be elaborated in Unit 2.

Part 2 Conference Notice

A conference notice is a good way for the prospective participants to acquire
general information about the conference. Though a conference notice is not
supposed to be very long, it should give all the needed information as much as
possible. A conference notice usually includes the name of the conference, the
date and the place, the organizer, the purpose, the key topics, prospective
participants, ways to register, registration fees, the conference agenda, the

contact channels and so on.

~ Sample Demonstration

Sample One

CONFERENCE NOTICE 1. Introducing the name,
How to Aid and Rebuild Postwar Afghanistan date, place, and or-
Beijing ganizers of the confer-
Jun. 23-28, 2006 ence (M A& W& K.
B[] 3t B A )

UN offices and Asian Development Bank will
sponsor a six-day conference on: How to aid and
rebuild postwar Afghanistan,

The conference will be held on Jun. 23-28,
2006 at People’s Auditorium (£ %, 3L #) of
Beijing, China. The aim of the conference lies on 2, Introducing the purpose

<5
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sponsoring people to aid actively Afghan and

determining how to use the fund that will be

provided by donators.

The conference will be presided by the
Chairman of UN offices which will encourage
contributions and give overall guidance as a
steering (¥ f]) group. The conference will focus
on four key topics;

* Encouraging all walks of people to take part in
aiding ;

¢ Strategic planning of using fund which will be
provided by international donators;

» Making plan to rehabilitate (Z J§ ;58 ;)
the major artery (32 & B ) between the
country’s two largest cities which are collapsed
in war;

¢ Funding opportunities for compulsory education.

Administrators from all groups are encouraged to
participate, including Presidents, Affairs, Deans and
Enterprises. The participants will discuss concrete
proposals related to aiding Afghanistan,

Registration is free but space is limited. Please go

to www. scepscor. org/outreach/workshop to access

the tentative agenda, to register.

The conference will begin with registration
and a reception on morning of Friday, Jun. 23rd;
Jun, 24th - 25th will sponsor aiding fund and
evening banquet; 26th — 28th will talk about using
of fund, with the conference ending on Wednesday
afternoon.

Questions regarding the conference and
registration should be directed to Miss Li, 1i0608@
scra. org, or by telephoning (010) 8836-2780.
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Answer the following questions according to what you have been informed.

(1) Who are the sponsors of the conference?

(2) How long will the conference last and what is the agenda?

(3) What is the conference held for?

(4) If one wants to participate in the conference, how can he register?

Sample Two

The 3rd International Forum of Women
Presidents on Higher
Education of 2006
Conference Notice
On the basis of successful holding of the first
and second Forum of Women Presidents on Higher
2001 and 2004,
Communication University of China (CUC), China

Education, respectively in
Education Association for International Exchange
and Korea Foundation for Advanced Studies will
sponsor the third Forum in August, 2006, It is
that 200

education, industry and government will attend the

expected outstanding women from
Forum.
The specific information of the conference is

as follows:
1. Theme: Education, Women and Development

Topic 1;: Media, Education and Women

Topic 2: Women Presidents and Modern Higher

Education

Topic 3; Women education and development in

disadvantaged areas

1.

Introducing the back-
ground, name, time,
and organizers of the
conference (41 4§ &
HR. AR . FEEE
)

Introducing prospec-
tive participants (4}
BEMBO VB A
7

Introducing the con-
ference topics (fr
2B BUED
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2.
3.

Conference Time: August 19 to 20, 2006
Conference Venue: Beijing Hotel, Beijing,
China

Visiting places:Beijing, Nanjing, Shanghai

5. Paper:

Please submit your paper before July 31, 2006
to Communication University of China.

Paper length:3,000 - 5,000 words

Paper format; Word document, including title,
key words, abstract ( within 250 words),
notes, reference.

Paper Languages:Chinese/English

Conference Languages:Chinese/English

. Expense: The organizing committee will pay for

the food, boarding and visiting fees spent
during August 16 to 23. Participants need to
pay other fees not mentioned above.

Response Form: If you can attend the meeting,
please send or fax Response Form before July
31, 2006. Please provide intreduction of the
university, bibliography and motto.

Affairs

Department or Media and Gender Research

Contact: Please contact Foreign
Center, Communication University of China
Tel:(8610)65783433
Fax:(8610)65779138

Email: forum3@cuc. edu. cn

Looking forward to meeting you in Beijing!
Attachments: @ Sub-topics
® Response Form
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