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Unit 1 Planning a Meeting
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Learning Objectives

Knowledge Objectives:

* Get an overall understanding of meeting planning procedure ;
* Acquire the knowledge of meeting venue selection, meeting agenda, meeting timeline ;

™ Grasp professional English words and expressions of meeting planning.
Ability Objectives:
= Be able to make a meeting plan;

* Know how to choose venue, set agenda and create timeline for a meeting;

> Improve English listening, reading, speaking, writing, translation skills in meeting

planning area.

S,

| . Vocabulary
Work with your partners and fill in the blanks with the right form of the words given

in the box.

«3 .
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budget presenter catering agenda venue

session accommodation attendee timeline theme
1. The of the meeting will be 5. Your airfare and will be
“expanding new market for mechanical on our account.

and electrical products™.

6. The company specializes in event

, and you can contact them to

2. The conference will break into two . -
inquire about the menu and service.

to discuss different issues.

7. One critical success strategy to any

3. As for meeting location, successful ” : . a
meeting is advance planning, which

conference depends strongly on the - :
W requires constructing a and

-hoose. ey :
SR E008R sticking to it.

8. are the people who partic-
4. The for the next two mee- e people who p

i ipate in a meeting.
tings have yet to be worked out. Ipate 1n a mell




Unit 1 Planning a Meeting

9. Considering his accomplishments in 10. When establishing a meeting bud-
the industry, Dr Wu will be the most get, you'd better for a num-
suitable for the topic. ber of unpredictable items.

I . Listening
Work with your partners to predict the answers by the given pictures. Then listen to the

recording and fill in the blanks with no more than 3 words.

1. You must set the deadlines and should start
planning about 3 months holding the

meeting.

2. When planning your meeting, you should always
keep in mind what kind of people will be attending

the meeting and participating in the

0
Aeldon
Items 3. Creating an effective agenda is one of the most

important elements for a meeting.

ltems from our meefing
(Trpe respert came]
[Type pour raa]

Dwty 3). D SN
[iype swbjoct]

4. Locating a meeting venue that is the
professional business district with easy access to

public transportation is an ideal situation.




5. Scheduling a meeting can be tough. In some ca-

Scheduie a

ses, you have to schedule a time that’s convenient

Meeting
‘( for the most important players and ask the other
( ' participants to their schedules.
National Championships
Soxrerar I 6. Share your with members of your team

g Conimine

s Mo Sporer and your superiors, so that everyone involved knows

Ol Goverment Fundin

Notify [

the status of his activity and the relationship with

Porchuse |

the whole event.

Getting Started on Planning

Activity 1. Pair Work

What aspects will you consider when planning a meeting?

Activity 2. Reading

A Meeting Planning Guide

Organizing and executing a meeting is a very stressful and consuming task. Profes-
sional meeting organizers or catering services providers can make the process easier, as

they can arrange everything, right from food to decoration and make your meeting ex-

-6 -



Unit 1 Planning a Meeting

traordinary. The information provided in this article will guide you to organize a meeting.
Meeting Planning Analysis; While planning and developing the strategies for a
meeting, a number of factor must be considered, like .
- Vision and purpose of organizing the meeting.
* Goals of the meeting.
- People who will attend the meeting.
- Budget of the meeting.
+ Invitations printing.
« The theme of the meeting.

Consider each of these factors carefully your meeting will acquire a huge success.
You must set the deadlines and start planning about 3 months prior to holding the meet-
ing. It is also important to have a regular agenda to make sure that everything is taking
place in the right order.

Budget of the Meeting: Formulating a budget plan is the first and foremost thing.
The funds for a commercial meeting can be arranged from hosts, supporters and spon-
sors. The selection of various services like catering, decoration, publicity, venue, and
staffing should be based on the purpose of the meeting as well as the budget.

Assembling a planning committee: The size of your planning committee should
be relevant to the size of your conference, as an oversized committee can lead to a lack
of organization and the raise of indecision. Essentially you should look for persons to
serve on your committee, include people who .

+ Are qualified to serve due to their experiences on substantive issues.
+ Are dependable.

+ Are able to accept responsibility.

- Work well with others.

+ Can make decisions.

+ Can abide by the decision of the majority.

Promoting an Meeting: The most important point in making a successful meeting
is to promote and publicize it well especially in the cases of making corporate meetings,
fashion shows, social gatherings, seminars, etc. You can publicize it by

+ Distributing flyers and pamphlets.

+ Putting posters in public areas.

- Publishing advertisement in newspapers.
- Announcing on the radio or TV.

These tools are effective ways to reach to a large number of people and will help in
brand promotion as well.

Meeting Safety Plans for the Final Day: Safety and security of the people parti-

cipating in the meeting is a critical point and whole meeting management team is respon-
: p :

o 7 s
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sible for it. They need to identify the error prone areas where various hazards can take
place during a meeting. To prevent any kind of mishaps, the team should make sure
that ;

+ The exit doors should not be obstructed.

» The exit signs should be clearly visible.

+ The decoration material used should be flame retardant.

+ If lasers are used, signs must be posted.

- Smoking prochibited signs should be posted in the pivotal areas.

After Meeting/Clean up: Once the meeting is finished, it is necessary to clean
up the entire facility. You can also hire a crew to help you with the clean-up process.

You must not forget to thank the meeting managers, speakers, service providers for their

making your meeting a success.

Words and phrases

stressful | 'stresfol |
consume [ kan'sum ]
cater [ 'keta]

a

. FORAY; HJIERY

=

- RERE LIRS ; WE(HR), 48

ARFLE; HESIEY

extraordinary [ 1k'strordoneri | a

deadline [ 'dedlain ] n. e HHBR

prior to T ZHi

formulate [ 'formjulert ] v. AR HU]Hb R

foremost [ 'formoust |
hassle [ 'haesal |

seminar [ 'semamnar ]

SR

IR ; BB

it

- Wk (RZA0Y) BFFEBE
. 2R

flyer [ 'flara] n

pamphlet [ 'pemflit | n. /M

critical [ 'kritikal ] a. #IFRY; RHEERY; M™EDN
prone [ proun ] a. HFe B, A0
hazard [ 'hazord ] n. ok, Bk

mishap [ 'mishep, 'mishap ] n. NSERIFE; KA

obstruct [ ob'strakt |
retardant [ r1'tardont ]
pivotal [ 'prvatl ]

& 3 =

. BHES . BHES; PHZE, FHIE
. BHAH
. WREEEY; TP OCERRY



Unit 1 Planning a Meeting

Exercises

| . Answer the following questions based on the text.

1. What are the factors to be considered while planning and developing the strategies for
a meeting?

When should you start to plan a meeting?

What is the first and foremost thing in planning a meeting?

What is the most important point in making a successful meeting?

What are the possible ways to publicize a meeting?

AU Sl

What should the meeting management team do to prevent any kind of mishaps in a

meeting?

Il . Match the words and expressions in column A with their meaning in column B.

A B

1. catering services a. mmfEAE]

2. purpose of organizing a meeting b. #E)" 2

3. set the deadlines c. G RAGHR

4. delegate the responsibilities d. HTHURE R

5. brand promotion e. FRALIKEMRS

6. theme of a meeting f. RUZEGR 2

7. formulating a budget plan g ZTlheeeen Ak
1 8. planning committee h, 22 FEM

9. promoting a meeling i HASI R

10. distributing flyers j- W fe i B RR

ll. Translate the following sentences into Chinese.

1. The funds for a commercial meeting can be arranged from hosts, supporters and
sponsors.

2. Select meeting management professionals who can take your entire burden from send-
ing invitations to the guests to arranging and organizing the entire event.

3. It's necessary to delegate the responsibilities for better planning and make someone be
in charge of checking work in progress.

4. They need to identify the error prone areas where various hazards can take place du-
ring a meeting.

5. You must not forget to thank the meeting managers, speakers, service providers for

their making your meeting a success.

.9.
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Activity 3. Speaking

Dialogue: Talk about the Budget

Situation: Adam Zhang and Betty Li are from Flextronics Shen Zhen, China. (f

B HEHEARZS ) | and they are responsible for the planning of an upcoming meeting

with their clients from America. Now they are discussing about the budget of the meeting.

o l
T

Adam: How is the planning and budgeting coming along for the upcoming meeting?

Betty : Well, currently we are looking at different venues. Right now we’re in the midst

of developing a preliminary budget for the entire event.

Adam; That's always a tough process. Do you think we can come in on budget?

Betty : We're hopeful that we may even be able to bring the event in under budget. Of

course, we're just dealing with projected costs at this point. We won’t know for

sure until we see the actual costs.

Adam: Well, the average price of a medium-sized meeting room is $ 200, this price

varies according to its location and the facilities they offer.

Betty: We could go back to Inter-Continental Hotel to reserve the meeting room. Since

this would be the third time we have our meetings there, I am sure they can

give us some discount.

Notes . /

Tl O et

Flextronics Shen Zhen, China R NBHEARAR, BIOKTE LR IR
KT EATLER S R Z—

How is the planning and budgeting coming along for the upcoming meeting? A7 EJ
K B i 2 BUTTARUER TR AN TS B A0 17

venues &3hk, SFAITHYHLA

preliminary budget 1] 4 1) Tl -

Do you think we can come in on budget?  VRGEAFIRAT T B AL 9

bring the event in under budget Ui 25 6l £ FIH 2 4

medium-sized meeting room IS E

Inter-continental Hotel M BRiF I ( FLE Z0H )5 )
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