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International Horticultural Congress

A view of the opening ceremony of the UN Framework Convention on Climate
Change (UNFCCC) in Doha on November 26, 2012

Forbes Global CEO Conference

The Leaders of the G20, convened in Los Cabos on 18 —19 June, 2012

Seminar on Low Carbon Economy and Sustainable Development




Il Dialogue 1

W — Wang Fang. clerk of the convention center

H — Han Mingfei, who inquires for booking a convention

W

H.

. Sure it 1s.

Good morning, sir. What can I do for
you?
Good morning. I'd like to seec your manag-

er. Is it OK now?

: Have you made a date, Mr. ...¢
: Han Mingfei, from New York Trading

Association. I've made no appointment

with the manager.

: Sorry, the manager is away at the mo-

ment. Maybe I’ll give you some informa-

tion you are interested in.

: That’s fine. Has your hotel a lot of experi-

ence in holding a convention?

: Yes, quite a lot. Look! These are the

photos of the successful events we have

ever held.

. What’s this? Is it Forbes Global CEO Con-

ference? Great. Was it held in your hotel

this time?

: Exactly. You must have heard about it. It

was such a success.

: Yeah, thank you. But I wonder if your

hotel has been certificated?

You sce this is the certificate
given by ICCA. We are so busy recently
with the international conference to be

held here in cight months.
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: Thank you.

: Really?

: Yes. Let me show you the endorsement by

the International Horticultural Congress.

: Well, I see. I can fully depend on you be-

cause of your excellent work.
If you want more detailed in-
formation, please follow me to the sales

department. There are videos for you.

: Let’s go then.

Il Dialogue 2

S — Su, Clerk of the sales office of the convention center
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M — Mike Hilton, who inquires for booking a convention

Hello! Beijing Convention Center, how
can I help you?

This is Mike speaking from New York Trans-
lators Association. I would like to know a-

bout holding a meeting at your place.

: I'm glad to help you, sir. How many pco-

ple will attend the conference?

: It’s a party for about 180 people.
: When will it be held? What will the con-

ference be?

: From October 18th to 20th, three days.

FIT XXth World Congress

: Would you mind holding on a second? Let

me check it please.

(After a few seconds)

Sorry to have kept you waiting, sir. There
are vacant suites, standard rooms and con-

ference hall at the period you desire for.
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: Good. We need 20 suites and 80 standard
rooms.

No problem. You know ours is an all
suites convention center, and every at-
tendee is offered a suite and therefore re-

ceive VIP treatment.

: I like that so much. Then what is the rate?

: We offer competitive rates, with standard
room 580 yuan and suite 1,230 yuan per
person per day.

: Great! Sounds recasonable.

: Exactly, sir. If you are interested in our
center, [ will send you a reservation form
and a prospectus about our meeting fac-
ilities.

: That’s very kind of you. Can you send
them by email?

: Sure, sir. May I have your e-mail address?
: Mike @yahoo. com. cn.

: Thank you very much. I will make it right
away, sir.
: Thank you. Goodbye.

: Goodbye, sir. Thank you for your calling.
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: Mike @yahoo.com. cn.
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We plan to hold The Third World Agriculture Convention 2014 in Hangzhou.
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I have to contact some big hotels and convention centers to do a site selection for




Your hotel has a lot of experience of holding events, has it?
PRI G A - B I 2 22 50, X 2

Would you mind holding on a minute? Let me check it please.
T AW A ORI A — T .

Sorry to have kept you waiting, sir. There are vacant suites and conference hall at

the period you desire for.
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Is the conference room available today at 1:30 this afternoon?
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—Good afternoon. This is Peter Wang from Sunrise College. We are to have an

annual meeting of teaching. I wonder if you could help us cope with it.
TR RERI SRR « £, RATE AT KRB Fs. REMIE
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—We're always ready to offer you service.
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1. Match the words or expressions in Column A with the Chinese in Column B

(il i PLAC)




2. Turn the following sentences into English.

(1) FrA7 2 B0 i 2 803 R0 B 4 50 3 i B2 45

(2) fRnl LA AT 2 i 2 BORT IR BB

(3) REZH T — L9 R b B S % 1 7

4 Ph it =%,

(5) T T 245 B I Ik 3T BUT R ).

3. Turn the short passage into Chinese.




Directions: Read the passage and answer the questions that follow.

Steps You Should Take Before the Meeting (1)

Estimate the number of people who will come to the convention. Remember that
size matters. Depending on the nature of your convention, you may or may not be a-
ble to fully control the size of your convention. However, it will be essential to esti-
mate some numbers, as you will need to book arrangements based on estimated at-
tendance.

Plan it out in writing. With so much to do and so many details to manage, it’s far

too easy for important steps to fall through the cracks. Plan your work and work your

plan. This will also help you keep track of delegating and maintain timely follow ups.

List the number of people required to assist the running of your event in regard
to things like camera operators, lighting operators, sound controllers, ushers, secur-
ity, ticket booth assistants, car park assistants, caterers etc. It is a good idea to seek
out from your organization any doctors or nurses who may be prepared to answer a
medical call should the need arise.

Create a budget. This step will need to be completed rather early, in order to as-
certain sponsorship needs and set a ticket price for attendees.

Pay attention to details. Book the venue. This may be the single most important
decision you make regarding the planning of your convention. Choose a location that
suits your estimated group size, with clean, well-appointed facilities, and the ability
to provide food service to your group in a fresh and timely manner. Consider whether
or not your participants will want to come early or stay late, which may mean you’ll
want to assess nearby attractions.

Save the date. Once the venue is booked, it’s never too early to encourage po-
tential attendees to save the date—even if it’s a year in advance.

Create a committee. Nobody said you had to plan the entire convention on your
own, did they? Enlist help, create a committee, and surround yourself with helpful,
hardworking, committed enthusiasts. Plus, it pays to run key ideas across a small fo-
cus group, to avoid any major oversights.

Make sure the overall coordinator has no other task for the event than coordina-




tion. The overall coordinator should chair all planning meetings prior to the event and
work with the managerial assistants to bring the event together in the planning stage

to ensure successful outcomes are attained.

B Questions for discussion

n What should we do to plan a convention?

How can you book a suitable venue?

It’s said that creating a committee is of great importance, isn’t it? Why?
What details should you pay attention to in planning a convention?

What’s the meaning of “fall through the cracks” in Line 2, Paragraph 27




Conference Planning and Preparation

— Thelni DRES

1.1 Establish the Organization of the Conference.

Organization Framework in the International Conference
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(2) International Advisory Committee [ 5% ]2 f £

(3) International Organizing Committee [ [n2H 2R Zs 5t 4>

(4) Organizing Committee 221 7 i 4%

(5) Academic Committee % AR Z b1 4>

(6) Executive Secretariat 43 4b

(7) Conference Academic Secretariat Team AR




(8) Conference Service Secretariat Team £:55#H
(9) Public Relations and Publicity Team /2 5¢ 5 &2

(10) Reception Team #:f74H

(11) Finance Team It 440

(12) Fund-raising Team Z %4

(13) Ancillary Exhibition Team [} & % 2H

(14) Transport Team 32 4

(15) Travel Team Jig g4

(16) Security Team ZZ5-42H

1.2 Develop a draft plan, make a budget, and the important dates.

Conference notice is to put all kinds of information about the conference to be

held publicly to attract the potential participants to the conference. This is a way of
conference promotions. There are usually two kinds. One is to make announcement
on the site; the other is to send notice to individuals by mail or e-mail. International
conference usually needs three rounds of notice. The first announcement is prelimina-
ry announcement with the receipt. The second announcement is call for papers. The
third round is for registration. The final round contains the final program., that is,

the schedule of academic activities and other detailed arrangements.

Sample of Invitation Letter (S BIE&EHI)

IHCi' |

International Symposia

Congress Co-Chairs,
Executive Committee 2014
With great pleasure, we invite our colleagues and the horticultural industry throughout the world to Brisbane, Australia
for the 29th International Horticultural Congress, 17-22 August 2014,

The Scientific Program Committee is assembling an exciting and stimulating scientific program and we urge you

to submit an abstract via the link above.

The Congress is being hosted by the highly-acclaimed Australian Society of Horticutural Science, the New Zealand

Institute of Agricultural and Horticultural Science, and the Secretariat of the Pacific Community, under the auspices of
the International Society for Horticultural Science Professor Rod Drew
17th International Co Chair Australia
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Sample of First Announcement £ —% 8 4l

The 19th World Congress of the International Federation of Automatic Control | Cape Town, South Africa | 24-29 August 2014

Promoting automatic control for the benefit of humankind

Home
About
Updates
Committees
Registration

Call for Papers & Submission
Instructions

Congress Prizes
Programme

Social & Accompanying
Persons Programme

Destination
Accommodation
Travel & Tours
Sponsors

Exhibition

Invitation to Participate
Dear Colleagues,

It is my great pleasure to invite you to the 19th World Congress of the International
Federation of Automatic Control, taking place in Cape Town, South Africa. The theme
for the Congress is “Promoting automatic control for the benefit of humankind”, as
encapsulated by the vision and mission of IFAC.

You will join delegates from across the globe at a gathering that offers us the
opportunity to step beyond our regular networks and meet colleagues from around
the world while we present, listen to and discuss the latest work in Automatic
Control.

To date, the triennial congress has operated on two levels - to promote dialogue and
debate within the profession, and to promote the development of the profession
within the wider engineering and related communities. We hope to achieve both
objectives at the 2014 congress by addressing all the topics covered by the [FAC
Technical Board, and by providing delegates with opportunities to interact with
funding agencies and potential industrial employers.

IFAC 2014 in Cape Town will provide the perfect environment in which to not only
stretch yourself intellectually, but to develop as an academic or practitioner and

Paper Submission Deadline
(15 November 2013)

Registration opens
[November 2013)

Lead Sponsor

technoloqy innovation
A 6 & N C Y

extend the networks that will support you in your future career and research
Sustainability Policy

ventures,
FAQ

Apart from an interesting and stimulating programme there will of course be time to
Media and Resources explore beautiful Cape Town! Take the opportunity for shopping at the nearby
Contact Us Waterfront, a trip by cable car up Table Mountain, visit the world famous Kirstenbosch
Botanical Gardens, or a visit to a winery for wine tasting. There is plenty to interest

everyone.

Hosted By

| would like to invite you to register for the congress and take advantage of the
opportunity to travel to South Africa and experience this beautiful country.

Registration opens in October 2013.

]

South African Council for
Automation and Control

Yours sincerely,

Professor lan Craig
President, International Federation of Automatic Control

FE_RBHN—IEREE

The IFLA Document Delivery and Resource Sharing Section Standing Committee

Sample of 2nd Announcement—Call for Paper

invites papers for the 13th IFLA Interlending & Document Supply Conference, to be
held 16 - 18 October 2013 at Peking University in Beijing, China. CALIS, the China
Academic Library and Information System, will host the conference. See http://

ilds2013. calis.edu.cn/ for more information.




Sample of 3rd Announcement—Agenda % = # B MN—iYEHE

ANGEL CAPITAL ASSOCIATION
2012 ACA Summit Agenda

Tuesday, March 6

8:00 - 4:15 Pre-Summit Programs (via separate registration)
8:00-4:15 p.m. Technology and Investing Showcase (UT Austin Alumni Ctr)
8:.00-4:15p.m, Angel Investing Overview

8:00 - 12:00 p.m. Trends in Raising Capital/ Valuation of Early-Stage Companies
12:00 - 12:30 p.m. Lunch for Pre-Summit Attendees

9:00-5:00 p.m, International Exchange Workshop
12:30 -4:15p.m, An In-Depth Look at Term Sheets
12:30 -4:15p.m. Early Exits

3:00-4:30 p.m. ACA - Gust Users Group Meeting (all are welcome)

4:30-5:30p.m, ACA Annual Members Meeting
Annual business meeting and public policy update is open to members and affiliates of
the association.

5:30-7:30 p.m, Opening Reception
7:00 p.m.on Affinity Dinners
ACA will provide a list of local venues for dinner. Dinner costs and arrangements are on

your own.

Wednesday, March 7

7:00 - 8:00 a.m. Continental Breakfast Available

8:00 - 8:15 a.m. Welcome and Opening Remarks
Jamie Rhodes, Central Texas Angel Network (Summit Chair)
Catherine Mott, BlueTree Allied Angels (ACA Chair)

8:15-9:15a.m. Keynote: Dell’s Journey from Startup to Powerhouse (and Continuing
Evolutions)
Steve Felice, President and Chief Commmercial Officer, Dell

9:15-10:00a.m. The New Reality - Impact of Washington DC Policymakers on Angels and
Startups
Dan Rosen, Alliance of Angels (Moderator)
Joe Bartlett, Sullivan & Worcester (Chair ACA Policy Advisory Council)
Bill Carleton, McNaul, Ebel Nawrot & Helgren (ACA Policy Advisory
Council)

10:00 - 10:30 a.m. Networking Break

10:30 - 11:30a.m. The New Early-Stage Landscape - Impact of Crowdfunding & Accelerators
on Angel Investing

11:30-1:30 p.m.  Luncheon and Keynote Panel




—Selection-and-Boeking—for—the-Conference-Site—=4

3.1 To choose a suitable venue, there are 5 steps to take.

1.
2.
3.

SN

al

9
Je

List the things the convention must have.
Find a venue that matches your convention style.
Choose a venue that is suitable in its location, providing the basic amenities and fa-

cilities required during the event.

. Find a venue which is good in price. You have to maintain a balance in expenses.

So analyze your budget and see how much you can allocate to the venue without

disturbing the rest of the plan.

. Before making your final decision, you have to make a spot inspection in person to

find out its services and the reputation.

2 Booking the Conference Site.

Two ways for you to make the reservation:

1. Fill in the form of convention service on spot.

2. Do the online booking.

Registration ;£ fift

When the participants receive the notice from the conference, they will do the

registration and the payment accordingly. Then the conference will accept the pre-

registration. Usually, two ways of pre-registration are available:

1. Registration on-line.

2. Registration by post or fax.

The payment of conference fee from pre-registration participants is as follows:
1. by credit card {5 J 3 fF

2. by bank transfer 447k

3. by post office HF &Il 7K
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