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l Funstart .

1) Itis a group practice. Please team up with your friend.

2 ) Suppose that you are in charge of the annual high education conference of China.
Now you are having a meeting with your colleagues. The topic you are discussing is where
to hold the conference. Please voice your opinion.

3 ) Discussion: When you select an event location, what will you value?

| Selected article reading &

Choosing venues is one of the most important decisions you’ll make in the event
planning process, as it sets the tone for your entire event.

Step 1: Find a location

As you did when you were setting a date, consider your audience’s needs and choose
a location to suit. Consider:

O Weather

O Local attractions and restaurants

O Parking and public transport

O Other local events

Step 2: Research the facilities

Look for venues that have all the necessary facilities to ensure a successful event. You
will need to consider room set-up too when looking at venues. For example, do you need a
classroom, theatre, banquet hall or boardroom?

The venue should have access for people with disabilities, and you may also need to
consider audio-visual requirements, the need for natural light or blacked-out windows, and
function furniture such as sign easels.
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Step 3: Consider catering

Don’t underestimate the value of food and beverages to a successful event. Speak
with each potential venue about their in-house catering and facilities.

Step 4: Count costs

Cost is important, but not always the deciding factor for a venue. Ask all potential
venues what value they can add to improve the event for your guests. When you do decide
on a venue, check the contract carefully for any additional charges.

Step 5: See for yourself

If you're considering a new venue, choose one with a proven track record. Conduct a
site inspection of the venue before you make your decision, checking for service,
cleanliness and facilities.

Step 6: Request a proposal

Once you’ve decided on a venue, if you haven’t used them before, submit a Request
for Proposal (RFP) to ensure they can meet your needs. Many venue websites have their
own RFP online forms. If not, follow the Request for Proposals guide to get the best result.

=) Vocabulag'ies

venue n. 5 d\isability n. 5%, fﬁkﬁﬁ
tone n. ®HiF, O0X additional adj. FSMAY
blacked-out adj. 2/, EEH audio-visual adj. M
ensure vt {Ril submit vt B
underestimate  vt. &1 track record n. 0%
potential adj. E7EHY, TR easel n. 227, B3
boardroom n. £E catering n. BUIES
inspection n. & contract n. &

~ cleanliness n. &% proposal n. &%
< Questions
1) When finding a location, what should we consider?
2 ) What other factors are important when we select a venue?
3 ) How do we research the facilities?

| Situation tasks &

Since we’ve already got some knowledge about event venue selection, let's move a
little bit further and finish the following tasks:



Unit 1 Venue Selectic

(0 Task one 0}

You and your partners are colleagues, working in an organization. Now you are having

a brainstorm meeting to get some ideas about the location selection for the next annual

convention.
A: Staff member A B/C/D: Staff member B/C/D
O Greet/ give the topic O \Voice opinions, such as:
O Discuss with Staff member B/C/D 1. Rotate the convention across the
O .. country’s map
2. Ask members and get potential
attendees’ suggestion
3. Find out the average daily high
and low temperatures for each
possible cities
4. Find out if there are similar
conventions
&)
S Example

A: Good afternoon! The annual convention of our organization will be held in March next

year. Any ideas about the location selection this time?

We should rotate our annual convention across the country’s map. This strategy will not
only allow us to meet in all regions where our membership is based, but it'll also benefit
membership growth in addition to keeping the meeting fresh in terms of climate,
attractions, and cost of attending.

: How about asking our members, both actively attending members and those who don't

attend often, where they’d like the convention to be held? Do they expect warm weather?
How about rain or snow?

: | think it is a good idea. On one hand we show them our respect, on the other hand we

can get more options.

: Certainly. We know that education and networking are the two main attractions for most

convention attendees, but all of the terrific sessions and social functions won’t mean a
thing, if we can’t get them there first. So potential attendees’ suggestion is quite
meaningful.

: By the way, do we have many outdoor activities this time?
: Yes, outdoor activities are on the agenda. We can’t make the mistake of meeting in the

wrong destination at the wrong time of year. We need to find out the average daily high
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and low temperatures for each of the cities we are considering later.

D: And we also need to find out if there are organizations in a field similar to ours. If our
convention conflicts by date or location with a competing convention, we are running the
unnecessary risk of losing our attendees to another event.

< Select the correct phrase from the group and translate the corresponding phrase
into English.

 #y omEm  PAED WS SREK  EWERS )

1) We need to attract more _. customers. They mean a lot to our
business.

2 ) The negotiation is . We may have the result next week.

3 ) When you preparing an event, is one of the important factors.

4 ) The earth is all the time.

5) Our association’s development depends on

6) The is quite popular this time. Next year, should we have
more?

< Notes

1 ) We should rotate our annual convention across the country’s map. This strategy will
not only allow us to meet in all regions where your membership is based, but it'll also
benefit membership growth in addition to keeping the meeting fresh in terms of climate,
attractions, and cost of attending. HEIMIZAELEEZMNMEX RHBHES, X—RERNT
PULBMNBIEG N SAMAERE, MELITUNSRARNIENEFRTEE, BRNESE. &
5| HAE % B ERIERT AR

in addition to BR--- Z%N. We have next generation facilities in addition to event
professionals.

2 ) On one hand we show them our respect, on the other hand we can get more options.
—HEBNERTHMMNNEE, AP—FEIHHE TEZHEE,

on one hand, on the other hand —7 T, »—7 E: On one hand they say they wish to
reduce the cost of living, on the other hand they increase the duties on a number of articles.

3 ) We know that education and networking are the two main attractions for most
convention attendees, but all of the terrific sessions and social functions won’t mean a thing,
if we can’t get them there first. F{FEBHEFMMNET FRSENARSWSINE RKITEHE K
Kkal, ERMRESERERRMNE, BAMEBYNSIIIHZZHREERELE X

session 1A “Sil" BERN, BEEAESVUANE/NER.

4 ) We also need to find out if there are organizations in a field similar to ours. If our
convention conflicts by date or location with a competing convention, we are running the
unnecessary risk of losing our attendees to another event. H{JEEENEEREHE R
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FHAIZEBANEALR, MREBNOSNENEMbR E5EEMSNHR, BIIMEEERES5S
%E@Zﬁ%%ﬁ‘\]ﬂ@o

run the risk of E&-----fIXE: He ran the risk of losing his life to save you.

Task two.

./

Imagine that you are a planner of a conference and your partner is a convention center
clerk. Please try to get the detailed information about everything you need to know and
finish the task of facilities research.

C: Convention center clerk S: Staff member

O Open the dialogue O Introduce yourself and put forward

O Ask about date and the number of your requirement
the attendees O Answer the questions

O Show the planner around and try O Try to get the detailed information
your best to introduce the center o

o

< Example

C: Hello. Anything | can do for you?

S: Hello. | am Xiao Lin from Ningbo Education Association. | would like to reserve a
meeting room in your convention center.

: OK. When will the meeting be held? And how many people will attend?

: It is from Mar. 5th to 8th. About 50 people.

: Wait a minute. Let me check. | suggest you choose our Continental Hall. Let me have
the honor to tour you around.

: Better. Thanks.

: Here is Continental Hall. (It has) Enough space for 50 people.

: What kind of facilities are available?

: In terms of facilities, we provide the best, including 6-line simultaneous translator, laptop,
projector and screen. Additionally, the infrastructure for conference is also first class.

: | see, illumination here is quite good. The light can be adjusted.

: Right, and the wall is sound-insulated. Here you can find no pillars. And the most
important thing is we are so familiar with conference service.

S: Great, | will give you confirmed call in a few days.

C: OK. This is my name card. Please contact me within 5 working days to confirm the

meeting room.
S: No problem.

O mwo

OO wm

O w
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< Match each number in column A with a letter in column B.

R s : ,B

1) S0 A. illumination

2) B B. pillar

3)RE C. convention center
4) ¥ D. convention service
5) BLT E. confirm

6) =WARSE F. attend

7) BER G. infrastructure

8) #IA H. sound-insulated

9 ) EHliRHE |. contact

10 ) & J

. reserve

1) laptop 2) simultaneous translator
3) projector 4) screen
< Notes

1) | am Xiao Lin from Ningbo Education Association. | would like to reserve a
meeting room in your convention center. 2T IEE B M=HIME, BAEERNIZINA O
ITPMENE,

lam ... from ... X "BHERXEMHEAN", BEENMENEBOE,

2 ) Wait a minute. Let me check. | suggest you choose our Continental Hall. Let me
have the honor to tour you around. %, HEE— T, RBWEEEHNOAMNT. &R
REMFHEELME T,
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have the honor to do &4 "REEEMEE", B—MELBALTRHIRIA T 5.

3 ) Better. Thanks. #P&4&F 7, B!

XE—MAELEBRREA .

4 ) In terms of facilities, we provide the best. FE&ME, HIRENEHITHN.

in terms of -+ Mm&: In terms of climate, Ningbo is a good place to hold the
meeting.

5) OK. This is my name card. Please contact me within 5 working days to confirm the
meeting room. Ff, XRHEMNBF, BE S PN LEBARBIMNWASINE,

(® Task three ®)

Your company is interested in launching an automobile exhibition in China. Discuss
with your partner about the venue selection.

A: Staff member A B: Staff member B
O 0pen the conversation. Ask about O Sketchy plan / Look for the
the exhibition. location
O Give some suggestions O Discuss with A
O ™ e 07 4
< Example

A: Jane, how is the automobile exhibition going?

B: We've already got a sketchy plan. Now our team is looking for a perfect location for the
event. Any suggestions?

A: In China, | am afraid that rural areas may not ideal for it.

B: Yes, people there do not have the purchasing power for cars.

A: It is not necessary so. Quite a number of automobiles are not suitable for rural area use
as well.

B: | see. Then we’d better hold our exhibition in cities.

A: Much better. As you know, people’s living standards in different cities are varied. The
more developed the city is, the better it will be.

B: Like Beijing and Shanghai?

A: That'’s right. | suggest we try out with Shanghai. Since it is one of the economic centers
in China, there will be more target exhibitors and buyers.

B: Sounds good. But where would be the venue for the exhibition? You are more familiar
with Shanghai than me.

A: There are quite a lot exhibition halls. However, the most popular one may be Shanghai
New International Expo Center.
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B: That would be wonderful. We can arrange some time to make an on-site visit.
A: Sure. '

< Find proper meaning and make sentences.

HR S RRRE %149] .
1) automobile exhibition
2 ) sketchy plan
3 ) ideal
4 ) purchasing power
5) living standard
6 ) vary
7)) try out
8 ) familiar
9 ) arrange
10 ) on-site visit
< Notes

1) How is the automobile exhibition going? AERBHITEBEALFET?

2 ) In China, | am afraid that rural areas may not ideal for it. £ E, FAEXKFHX I
BB,

3 ) Quite a number of automobiles are not suitable for rural area use as well. ER%Z R
FhAEERNBXER.

4 ) As you know, people’s living standards in different cities are varied. The more
developed the city is, the better it will be. FLIREFEIER), RNERHAMNBETFKER—
o BWMHAIXEIF.

as you know Z2E BT IEF, BA “WRFAE"

5) | suggest we try out with Shanghai. Since it is one of the economic centers in China,
there will be more target exhibitors and buyers. HEIWB K FE L8, ERTFENZFH 02
—, ASBARZNEFRSREMBRE o

6 ) You are more familiar with Shanghai than me. fREEFE#RE LG,

be familiar with #7%&. She is so familiar with the working process.

\Further practice &

< Translate the following useful terminologies and make sentences.

e K
&, ¥A HE, 1
4 e

EERER AL
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2 Work in pairs. Try to do some short plays about venue selection.

~ SRoleplayonez

A: | B:
e Greeting ‘ e Introduce yourself, your purpose
e Show the meeting room t e Too spacious
e Use sound-insulated board( {5 F % e Deal
R RO
e The function room — OK; ask f e Introduce your F&B ( ¥4i45fe 5 5
something about food and beverage R/ ) '
e Thanks. . ® Exchange business card

~® Sign contract in a few days
|_* Saygoodbye

| Supplementary industry info &

Unless you are completely familiar with a venue already and know the sales and
management team in place, it's important to fully review a site in person before signing any
agreements. Please bring a checklist with you to make sure that you don’t overlook any
important details:

1) Ask about amenities. When meeting with a venue sales manager, it's important to
make sure that the property allows you to incorporate some on-site promotion for your
event. The sales manager should explain limitations or availability of the following:

e Ability to display banners / signage / directional signs

e Any restrictions to displaying event information

e Availability of concierge / information desks

e On-site business center and office services

e Shipping and receiving services requirements

e House phones in meeting rooms

2 ) View the facilities. The venue should be updated and its facilities manager should
anticipate any situation. Consider the following:

e Condition of the grounds and parking

e Condition of carpet, paint, and décor

e Condition of appropriately sized draperies / skirting

e Adequate room size and capacity to hold event

e Flexibility to adjust room layout / tables
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* No visual obstructions within room

e Indoor lighting

e Ability to control natural light

e Limited noise distractions in hallways / behind walls

e Event room away from kitchen

e Nearby restroom access

e Nearby medical access

3 ) Inquire about audio / visual & equipment. Nearly every event incorporates one or
more elements of A/ V. Confirm the availability of each of the following:

e High speed Internet access (wired / wireless)

e Microphones: lavaliere system and standing

e LCD projectors and hand-held remotes

e Appropriate screen sizes and draping options

e Flat screen monitors, TV screens for video needs

e Easels, white boards and supplies

4 ) Explore all catering options. You can’t stress enough the importance of selecting the
right food and beverage for an event. Your venue sales manager will have great suggestions,
but event planners should make sure they know the full range of choices. You are suggested
confirming the following:

e Full service on-site kitchen operation

e Detailed menu & serving options

e Meet the executive chef if possible

e Taste test the menu you’re considering

5) Document your budget. Compile all expense items, including the following:

e Meeting facility costs

e (Catering costs

e A/V & equipment rental costs

e Office services costs

e Guarantee policy

e Complimentary services

e Payment options

BRIMREZLTLREERFE NG, M EMEEENHEHENAELERHRL, TREX
TTEAREEZUDREEEEN, FHSETEE, UHREFTZBREMEZENAT.

1) 8K, H5HMEELESHEN, MASMRESEIRIESNRERGHE R
BE, HELENZBBENTRSFNT A.

o REREBKWEE SHAREAETIE

o WFENMEEETEREBRS

s ARMEERBRESENT A



