ey

AERBEHAERNAM

T4 PUKR BIBETF WMo M@k

EREARARR

AW T gm AR I B




Wt 51 % Rk Bl 3 AR I3

— I BEX BBF W WEE—

BRFARRRE

AMER ERMF

Bl X &% FER K &

w F (UERZEEAHF)

ERF B OH K H FER
% B REA Makx

2L,

i1 )

L ans

Lo FRTEK S kit

XI'AN JIAOTONG UNIVERSITY PRESS



BBERSRE (CIP) ¥R

EFRERZMERE / BhFE ABFER. AL AR
T AFHRAE, 2012.5

(RREFGECIFHE I

ISBN 978-7-5605-4272-0

[.OE- LI.0O%W- @A N OERZTH K
BE—RZER—HM V. OH31

hERRA B 518 CIP HiixF (2012) % 071150 5

H B EHEEALWRE
R OBSR QBT
EiEsm EEM IE OB
BIEHB HRE

HAERT WERTEKXEHRE
(FEMNKEHKI0T HEBEREE710049)

7 it http://www. xjtupress. com

::} iE (029) 82668357 82667874 (KATHL)

' (029) 82668315 82669096 (BH4&mI)

t#% N (029) 82668280

B Rl MREFTEGEFERIRLEAT

F & 78TmmX1092mm 1/16 EP3K 18.125  FE 432TF
REREDR  20124E5 HEBLRR 201245 A S 1K EN R

H# £ ISBN 978-7-5605-4272-0/H « 1320

E #ft  35.007C (EMPINef—7K)D

EEWE. BERE. DRNENEARBRE, EE5ELRTPOKR. A,
JTRg#R:  (029) 82665248  (029) 82665249

R  (029) 82664953

EEIER: cf _english@126. com

BRERE BREER



bttty Mt -2

MR ETIE BIFEE 251500

FABRA) :
W <R
F ®:
w &

748

k=S

w2 MBRK : B

=
s il

BAkF AFF
(R RZHE)
B5E®% X ¥ EEM B E
LNE BHBF F F £S5

RGO WILF BEEE B4k



FRATEWFHERIN

SN 2

.. Preface ...
LR o %A
S A

HEQUMLEF R, EREMELAX L TN ER, HAZENHR
SHEIEREEERLUTRAOZENEXRENSHKK. B, RENHITENE
BIECENFRAEOONRBAEFNNEENE, CEZUEMRBAERCFHAEN
Y, HX—HAT, HAREKEHFELITREEENE, B “URRAEARR , &
UL HECIETBET AROMFES, BRAEFRAIHE AT R R ER
KA. it, RMMEARETXE “HREXKECFHEE” (Graduate English for
Innovative Education) Z%I##H,

BEVHEMEUHRERHALECFREE N ATHAERF AT EER R IRK
H, TERSN—ELNRRLERERYEY, EXRERBIHARERBAHAE
BRERE, EMRAERERERXHERE ETAINER, BRMRECHE46N, &
SR EERERBAKE, BREEREFEAL.

OFRIIBHHNRR

BT “BRAREERE" HHES. UREERAKEREIBE—E
EOlEMAE R, LR, BE. 318, FEMINGSEENIESEHEAER, H
Bt BIRERERE STRESENBENERHR, BIFNBERE, SRR
FHRCERBNTER, RNTRANIETNER, ARFHAHNE LRSS 43
FREF N HENES, FHTHTARERE AR EAMTERNKE, &
FITHRESE S RN ORBAE ¥ s, ETFEATVE o F o ik
B A 01 B B

2. %M LA RA” MEEETEL, BT EIE TR —HORYRES
HERIp R — RIS, BAREWTHEREENORERE, EECEMyYE
B 2 E 3(U . Neissen) FA R OB Z ML EE (A Maslow) . BAH (C.R.Rogers)

003



004

FANRKROANEESCOESE, REWRENLEMEI A, MiTEFRATEN

FUREH, BORMRILEIARIE E¥ 36, LB ¥ IR EM T ERENE
WREPRASETH, BRIFESLEY, RN, HNESH “UHREHER"
2, MRBFEAIGERFEDPERBUZRA., THER, BARSEELFE, ZXK
REFHEE, REMIEEEIIRPOIEER, RENBIIIE RN R
MEKER, EREHBERNENAERRIBPH—ITEREE. 5, ERTIHME
—FIFEE, AL EY, BRAREM . SREEABNIRERSL, UED
EIREERARFGH THAELEG EEIIWFER,

3EEMHAABEGL, AXUHANARR., EMAERBEMESHHETES
BEEEXL, BEREIMARALSHOXE, KAFIBMUMALELECHFHAENES,
EEEMHERFENENFNEBERESE 1, FEARBEEFfIERAELLS
RIXE, BURAAZNPT A B E KRR, BRI Bt hinRan
MBEEF. RN, ZARJEMXENEFEEFTEESMHNETEMNERZ, R
FBIAREMER, EXMEELS EREMANAFEMBNEMETMH., 257
BMBEREBISMNEMRT], £E, WK, BEMBHE, RIETESHEE FRitE
BR™ (in original) , HUIEHFEESMEAE, RREFBRBOETHEEEMN N
HaRrEmES, RABRIMNNAR,

4 BMEIT R RESHENITRE, BMES T REEBM RSN ETH
—AEELY, —HE, XTEIFRE, CEFNTRABEMEHAR, RREARIEN
REAMBREIERF; BT, X THIERM, CERTREBERSR, BB Mt
— SR FENMRBIBCERR, B, BRI BM S REAR LB, 1R T £
MERREIENR, ERREFTESHESBRAENRESHIEMES R, FEE
R, FINEEHFEIRAZIZEERNANESEEMNN I EENMANEESE, X
AERFAEBZNRERTREHRHBH LR, FRIEDHEEINESIRFAE, M
— M EHHESEERRERTRA—NESEINIERE, BINERTEM S ]
MORWEWEELE, EABRRENIRPAEMBERYIOETES MIRMKEE, 1)
ZREFIEKF,



HREFIECIFIIE R 58 o

OFRINHUNARBAR

RIS AR ESBRENY TN LB R, BRFIEM 5 LB RBM g
REA AR, BEREEENRK,

YIS REHNS

LB SR A3NM. MBI ER, $IREAEE, 2MEmTER, %5
A 1, ZERLLEXMESI L, FERRFSFSBEAKENGES. SHits
10~120 850, BRITTRXSHA, BRE., BB EEEFRTHAPMRELR. B
. (T RIBHEGHEY CEFE—-REIEEE, fEE¥IEA,

2.E, WULEAR S IR, SRR, 2B EA, ¥
BRI E, FBERLUEEOE, WG, FERERDLEHEIBNESN.
BWHEFIONRT, SRASHVRERENEEEIFE Y. ENBEMEREFTE]
HHR. REERXEH,

WS IREA

MAEREUFHEOROERERRERBTRERE, EVRNARERBER
HH R R R R B ELT, BEXAMAEREUTHERTIBEMFERENES,
HEMTIERERHAEMES IRUAES, HIFARELLRRNES, FHR
REMREERES VWIS ERF RZMEES, F ¥ EFAERNGE AR
FFREMATER.

ERBA ETHE, MR E, USHAENBRERIEREN, 2=

B AL FR R B R B, 2. (FEHXLEEY 1 (EEXEEFRD
EFEFE, CALR,

EIREEREBRENM, HAR. (REEGERMEAR) | CGUEREERY

FRIBEXEESERY M (DFENRSXERY , TEEERERE. 5F

3LHEIER R R ALB RIS, H2M . (ERFEARALZHREEY M (BREWH
) ERPREEERRS S PR A,

005



006

MALEREEBRNFRERER- N0 ELMEE, SRERERIL, &
WinE, ERVE, FHABNEFERESSFENHY., R, —REMERELT
FIRFIRIT L, EBRFAIUG SRR ERE L, FREEHARS @R IEN
. VA R ICE BRI A SR EE,

FEINEMERBMERGIRFLELETENESENNE, EASESENEE,
AESNEM B SH ARG REIERETEERSG—E,. &
BHEERFHAERBBK, FIEREMEM & KBRS EEL ARG, Lk
FRIERO8S, 211 LRGSR, BHRFEHENGERIISBEA K EWRE. BHyaeT
NE, BAEEEMAEERERAFTERLERNRTEEEE.

ARTIEMEHM RS BT RT, AETEREHRENERTSTEE AR
BT TENZHENRRES, MTHSEFXRAN T, A, XEFEHOEES
FITRRAEHETMELHNTG, SMAERERATHFSI KR % 4 5 5 5
MR R, - HRTRLOBRS . B, KEFEMHNRE S % T —EIIY
WF, &, EHMME LHXE, BELAEEEE TR,

ATHEITKEAR, EREFERERBMSIRZL, FE KFEREEES
R EMREERE L, RO TRB VS CEZ, FARTK
MR R R RA B e,

H OE
20124



DL TE CIRTE B R IER
—— [T EREE T

T o™

A

Bl =5
Foreword

BELFMERUMBLEFNRFERL, REEIAXXFTANESR
HH AN, EREE WAL ERIENH KR T E ERE KE B HRAA
HEFBIED . EAFEZUBAMENRMNEORE T (HEFERTHKE
E) « AEMERARERLEQUFHEFRINEMNECEMZ —. EXEHRTE
bRt A REMEM, ANt RE —EREREM. SEMUENEES
XM . AEMEGEHBDRFREFREENRIEES, TRSMERFRFEARK
FAEE, #ATRERARTMNESHB. EREIET, REEARHUTIL
kI

EMHBF BN AARENRAENONER. ABEMEERFREEEH
RIBHITEF2ARTROLAES, HHUEAXERERX. £EFSNTE
eI, EMEAE. MiTR, URARSWUHILERES.

ARIEMBIE AR, R, S, miIREMREE. AEMHEH
B, BEHE, BEERERTROEANTEH, BTHERRERNREN

ERpIgmE LA —#, BESTE. AEMNE R THEELDRNN
W, NEHRBMEE, HBRMRENALNEST RN . RS R
FEARESS], RETHMRESRSE, WUHEEREHEEN.

APMME. #it. REEEME, SATHEARERERE. hkxx. H
HTKEER, AAZREFRESR, HETRMEMEERHHF MR

WmE
201244 A



L
@
L.

TLIEFFTEEFIIRE - "0 =
—EFERZAEE L L g @
S .

® ® 5000000508508 060600000800000 . ®© o0 00

S

Contents

Chapter 1 International Academic Conference / 1
Part 1 General Knowledge / 1
Part 2 Conference Notice /5
Part 3 Call for Papers / 15
Part 4 Conference Program /26
Skills Work /32

Chapter 2 Correspondence before and after Conference / 36
Part 1 General Knowledge /36
Part 2 Letters of Invitation and Reply /38
Part 3 Letters of Inquiry and Reply /43
Part 4 Letters Applying for Financial Aids / 46
Part 5 Cover Letters / 48
Part 6 Letters about Papers and Abstract Submitted / 50
Part 7 Letters of Congratulation / 52
Part 8 Letters of Thanks / 54
Skills Work / 56

Chapter 3 Academic Paper Writing / 59
Part 1 General Knowledge / 59
Part 2 Title and Author/Affiliation / 64
Part 3 Abstract and Keywords / 65
Part 4 Introduction /70



Part 5 Materials and Methods / 81
Part 6 Results / 85

Part 7 Discussion / 88

Part 8 Conclusion /92

Part 9 Acknowledgement / 95

Part 10 Reference/Bibliography / 97
Skills Work /101

Chapter 4 Oral Presentation of an Academic Paper / 107
Part 1 General Knowledge / 107
Part 2 Beginning the Presentation /110
Part 3 Developing the Presentation / 119
Part 4 Ending the Presentation / 134
Skills Work /140

Chapter 5 General Presiding Procedures at a Meeting / 143
Part 1 General Knowledge / 143
Part 2 Opening a Conference / 146
Part 3 Introducing a Speaker / 156
Part 4 Organizing a Question & Answer Session / 164
Part 5 Closing a Conference / 178
Skills Work /195

Chapter 6 Other Peripheral Academic Exchange / 199
Part 1 General Knowledge / 199
Part 2 Talking with Professionals /201
Part 3 Guiding Campus Tour /205
Part 4 Guiding Lab Tour /209
Part 5 Guiding City Tour /211
Skills Work /215

AR /217
BEER /243



o7 AR

risoraeied i

Céap/er ] Zn/erna/z’o)zaf Acao

t3y
: e
gt

Con/ezence )

Learning Objectives

@ To understand different kinds of international meetings
® To familiarize principal conference activities
m To know where to get conference information

® To learn how to prepare for the conference

':i;,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 obtaining conference information.



1. Different kinds of international meetings

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

Meeting (2K S FR) 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& 4i) 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 ({{® KX %) is usually a large-scale formal assembly of
representatives, as of various nations, to discuss issues, ideas, and policies of
public interest.

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

Forum (i£1%) 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 (i1 %) is a class-like meeting, where participants discuss a
particular topic or subject that is presented by several major speakers.

Symposium (8fi14£) 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 (it 2] BfiJ3H) is a discussion and demonstration of the practical
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

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 sessions, 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.
Informal meetings

Informal meetings refer to informal communication among participants
of the conference. Informal meetings may take the form of “free information
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

SBSIHESE 5
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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.
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

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,
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 chapter 2.



i.. 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 4‘@}

Sample One
Conference Notice )
2011 3rd International Conference on bR
Computer Engineering and Applications %—f’
Haikou, China 7N
July 15-18, 2011 S.Z

The 2009 and 2010 International Conference | | [ntroducing the
on Computer Engineering and Applications (ICCEA background, name,
2009 and 2010) were held in Manila and Bali Island

date, place, and
respectively. Based on the success of ICCEA 2009

sponsors of the

and 2010, ICCEA 2011 will be held in Haikou,
China during July 15-18, 2011. ICCEA 2011 will be
co-sponsored by IEEE, and Hainan University.

The objective of ICCEA 2011 is to provide a
platform for researchers, engineers, academicians
as well as industrial professionals from all over
the world to present their research results and
development activities in Computer Engineering
and Applications. This conference provides
opportunities for the delegates to exchange new
ideas and application experiences face to face,
to establish business or research relations and
to find global partners for future collaboration.

conference (T f{ L
WHER. 8. K
Bl HEREHT)

2. Introducing the
objective of the
conference (<

WHKD




This conference will provide an open forum
for the dissemination of the up to date research
progress, innovative modeling approaches and
original research results on all aspects of Education
Technology and Computer. The conference will
focus on, but not limited to the following topics:

Database Technology

Artificial Intelligence

Computer Architecture

Software Engineering

Computer Application

Network Technology

Computer Education for Graduates
Computer Education for Undergraduates
Distance Education for Computers
Life-long Education

Computer Education for Particular Group
Other Computer Education

Submitted conference papers will be reviewed
by technical committees of the Conference.
All accepted and registered papers will also be
published in the conference proceeding by IEEE,
which will be included in the IEEE Xplore, and
indexed by Ei Compendex and ISTP.

Other specific information of the conference is
as follows:

REGISTRATION FEE (by US Dollar and RMB)

Registration Fee
Authors (IEEE Member)* | 400 USD / 2600 RMB
Authors (Student)* 400 USD / 2600 RMB
Authors (Non Member)* | 450 USD / 2900 RMB
Listeners 200 USD/ 1500 RMB
Invited Speaker Free
Additional Paper (s)** 320 USD /2200 RMB
Additional Page 70 USD / 500 RMB /
One Page
Extra Proceeding 50 USD /350 RMB

3. Introducing the
conference topics (f}

B BGUR)

4. Introducing
the review and
publication of papers
(MARXFHEEK
#ER)

5. Introducing
registration fee (4148
WL RH)




