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Preparing for the Meeting

<< Teaching Targets #2Btx

® Tolearn how to prepare for a meeting
® To master some basic guiding principles for preparing a meeting

® To grasp some useful words, phrases & key sentences related to the topic

® To make dialogues concerning this topic
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Listen to the following materials carefully and answer the following questions.

1. What’s the first thing you need to do while preparing a meeting?
2. What should attendees know before they attend the meeting?
3. Why is a written agenda helpful?

4. Why is it so important to plan for a meeting?

e REXE
_F¥-— Model Dialogues

Dialogue 1

A: Hi, Cindy, you have been a secretary for many years in this company. Could you tell
me what a secretary should do for a meeting?

B: Well, an important part of the duties of a secretary, | think, is to do well the preparation
work for the meeting.

A: What should a secretary do to prepare for a meeting? Could you give me a detailed
explanation?

B: First of all, the agenda should be prepared before the meeting. Then you should ensure
that those entitled to be present are properly informed.

A: T see, and how about the documents and the information?

B: All the necessary documents and the information relevant to the meeting should be
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available, preferably printed and distributed before the meeting.

A: And what should a secretary do during the meeting?

B: Of course, she/ he should take minutes.

A: And after the meeting?

B: After the meeting she/ he should type the minutes up, and then keep proper records of
the business transacted and the resolutions passed and also implement the decision reached at
the meeting.

A: Thank you very much. You are very professional.

B: My pleasure.

W)rd bank

secretary [‘sekrit(a)r] n. Fh-F5; Fid; #K

agenda [o'dzends] n. i(FE; H & TAF I

entitle [In"tait(a)l; en-] v. BRAE-=oos TELZL K oeeeers Gheeeee BT oo TR
document[‘dokjom(a)nt] n. 3C1F, A

relevant[‘reliv(sa)nt] adj. FHICIF); VIR

distribute [d’stribju:t; ‘distribju:t] v. Z)fid; A

transact [treen’zaekt] v. A2 5 RA v. JpHE, AbFE

resolution[reza’lu:[(a)n] n. fif#¥k; Pl

implement [implm(a)nt] v. 5L, 44T

N otes

1. What should a secretary do to prepare for a meeting?
AP T Ay AU TAR R
2. First of all, the agenda should be prepared before the meeting.
Bk, ZAESWESIT BAEH,
3. Then you should ensure that those entitled to be present are properly informed.
R JG T AR 8 e AR S G AE A A BRI AT |
‘ 4. All the necessary documents and the information relevant to the meeting should be
available, preferably printed and distributed before the meeting. |
‘ FIAT 55 AR BT AR e, AR R TTATF AL
5. After the meeting she/ he should type the minutes up, and then keep proper records

. of the business transacted and the resolutions passed and also implement the decision
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. reached at the meeting. ;
BEANLERE, WHEZIRABGLRITH R, TIFRILEH O ERL, @ |
i o T A BHAT A Lo ’

Dialogue 2

(It’s 9: 00 am. Laura a meeting planner is coming to the reception office of the Good
Luck International Hotel to make sure the dinner that will be served tomorrow evening for the

meeting is in order. Ada, the staff, is talking with her.)

A=Ada, L=Laura

A: Hello, Laura. Is there anything that I can do for you?

L: Hello, Ada. The meeting is going well and the service you provide is excellent. I just
want to make sure that the dinner will be served tomorrow evening.

A: We are pleased that you are satisfied with our services. Don’t worry about the dinner.
It will be served on time at 7 o’clock tomorrow evening as planned. Do you want to check the
menu again?

L: Yes, but I think there will be some changes. I have ordered Western food for our
conferees when I booked the meeting, but some of our conferees prefer trying some Chinese
food. They think Chinese food is usually very delicious.

A: That’s very true. You may change the menu and add some Chinese food.

L: Thank you very much!

A: It’s my pleasure. What types of Chinese food do you prefer? Our Chinese restaurant offers
a variety of Chinese food —Sichuan food,Cantonese food, Shanghai food,Hunan food, and Jilin
food to name a few.

L: Sichuan food is my favorite.

A: Yes, Sichuan food is delicious, but with spicy taste. I suggest that you should use
Cantonese food instead, which is well known for cooking with fresh ingredients. It’s light and
small in amount.

L: Sounds good. I think our conferees will like it.

A: So you need both Western and Chinese food for your conferees?

L: Sure.

A: We need to change the menu right now.

L: Thank you very much, Ada.

A: You’re welcome.
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W)rd bank

staff [sta:f] n. Boi; G611

conferee [konfa’ri:] n. Z <&

delicious [dr'lifas] adj. SEBEI); AT 1R

menu [‘menju:] n. S

variety [va'raisti] n. ZFf; FiiZk

Cantonese [ kenta’ni:z] n. | &R N; | R

ingredient [in‘grizdiant] n. iRk B3R 4KE 7 ad). f Al B o 1)

N otes

1. We are pleased that you are satisfied with our services.

AT RATG RS- 2, RAVRF) T H 5,

2. I have ordered Western food for our conferees when I booked the meeting, but

! some of our conferees prefer trying some Chinese food.

KOS ELWTTHASSATRET B, A —BELARMELHK

—sP i,
3. It is possible for you to change the menu and add some Chinese food.
BT VA B RS Ao — e o it &

4. Our Chinese restaurant offers a variety of Chinese food—Sichuan food, Cantonese

food, Shanghai food, Hunan food,Jilin food and so on.
BV P REITRER GG P E—wN X, JTEHEE, LEE, HdERE

A A

7%7}’\71‘\%:0

5. I suggest that you should use Cantonese food instead, which is well known for

cooking with fresh ingredients.

REBUETGRR T R F, AJAFELH B m AL,

- SEA9R /
s

o S Practical Sentence Pattern

The monthly executive committee meeting is planned for the next week. & 83 —>X Y

RTEREZWET TEHAHF
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) I come to inform you about a meeting scheduled at nine o’clock this morning. F>kKi#
MESKEFLRBENE
E» How long do you expect the meeting to take? {/REAEE 10 T % <[] ?
I’» Could we possibly rearrange the meeting schedule? F{/10] S E L H W HAR?
5> Shall we postpone the meeting until later in the week? F1{|THES I HEIR 231X [F] B L
B, 47157
I I"d like to reserve a meeting room for our company. FAE A FHATA ST —[8=
WE,
E» 1 wonder if you have any meeting room available for this Friday morning. /8 X1i&
BHA FFREBENEWE,
I» I'd like you to make some necessary arrangements for me. 1575 B —LE N E
ZHF,
D Please get all things ready and report back to me as soon as you can. 75— VI&EE
4, RREFLCHK
f[> All the necessary documents and the information relevant to the meeting should be
available. FTB B XS WA HAREBERZ
£ If there are any problems, Il be in charge of dealing with them. AR BHH AR, F
BT,
P It seems that everything is in good order. M-F—EFKFH AR,
[ We are very glad that you are satisfied with our services. F111R = RS A TR
ERER R
2> Do you want to check the menu again? {/RFIE EFAZI— T3 £ 05?
15 What types of Chinese food do you prefer? REW T AFEH F EEH)?

SERSEI IR
Practical Trolnmg Project

.V

I. Build Up Your Vocabulary
1. Match the expressions on the left with the best translations on the right.

(1) agenda a. L
(2) entitle b. B
(3) menu c. 71
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(4) document d. /psf
(5) staff e. H%
(6) ingredient f. BRI
(7) conferee g XA
(8) delicious h. SR
(9) distribute i ok}
(10) transact j. AR

2. Complete the following sentences with words or expressions from the

dialogues.

Z=Mr. Zhou T=Mr. Thomas

Z: Excuse me, aren’t you Mr. Thomas from Australia?

T: Yes. And you are...?

Z: ’'m Zhou Feng from Guangdong Import and Export Company.

T: How do you do, Mr. Zhou? (R R LI F23%).

Z: You’re welcome. (FRIBIREATS).

T: Oh, thank you very much.

Z: Did you have a good trip?

T (EMPIUEK), it’s not too bad.

Z: 1t’s a long way to China, isn’t it? (AR —EEFET).

T: Yes, Exhausted. But I’ll be all right by tomorrow and ready for business.

Z: (RATRAERX IR 2 A)?

T: About a week.

Z: Good, We’ll have enough time for our business talks, (U SRR I BB ) 1 3%,
I sl — 25 A 155 ).

T: Wonderful! Nothing would please me more.

Z: But I’'m sure (R T B4 UK E.— T )after your long journey. Shall we get into
the car and go to the hotel?

T: Exactly! I hope there will be no problem in having one room for one week.

Z: Not at all. AT LN ETAT I T P H).

T: Thanks a lot.

Z: Let’s go. This way please.
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I1. Substitution Drills
Using the words in the following boxes to replace the underlined words.

1. Preparing is very important in having a successful meeting.

\conference convention session\

2. Follow these steps to help encourage success in your next meeting.

|promote strive for lead to |

3. Knowing how to prepare for a meeting is important for all employees and critical for

any manager or leader.

‘ important crucial vital ‘

4. Knowing when not to have a meeting is equally important.

‘the same similarly fairly likewise ‘

5. Decide the type of meeting you are going to have.

kind  mode nature|

6. Determine the roles and ask those participants to accept them.

‘attendee conferee conventioner |

7. Prepare a notice, this should include the date, time, agenda, and venue of the meeting.

‘place spot site location|

8. Distribute the notice to the members in good time for the meeting.

‘hand out spread pass around

9. Clarify the purpose of the meeting. If you can’t figure out what you need to accomplish,

you shouldn’t be calling a meeting.

‘aim goal intention target |

10. Prepare an agenda with the focus stated in a single sentence at the top.

‘declared specified stipulated prescribed |

ITI. Listening Comprehension
Listen to the dialogues; fill in the blanks according to what you hear. Then
practice the dialogues with your partner.
A: Miss Wang, the meeting is scheduled for 9: 00 this morning. Have you made the
?
B: Yes, sir. We’ll use the for the meeting.

A: That’s fine. The meeting is very important. Where will the guests be received before

10 »
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the meeting begins?

B: In the . It’s spacious there.

A: We’ll have several to attend the meeting.

B: I’ve arranged for an interpreter to be present. But that these foreign guests
could speak Chinese.

A: Yes, I'll try to speak slowly. How do you seat our guests, then?

B: We’ve prepared name-cards to be put on the . By the way, what time would
you like refreshments to be served?

A: Well, after my report, there’ll be an for rest and refreshments.

B: All right. I see.

IV. Role Play

1. Suppose it is 3: 00 pm. You are Mr. Zhang. Your meeting is going to be held tomorrow
afternoon. You are inspecting the meeting spot now and you find some problems. You want the
staff, Mrs. Liu to make all the corrections before the meeting and add more flowers. Mrs. Wang
is talking with you and promises to make everything done on time.

2. Suppose it is 10: 00 am. You are Ada, the planner for the conference at 2: 00 in
the afternoon, but now you find some conferees don’t have pork. You are worried about it
and come to Brown for help. Brown is the manager of the hotel. Brown gives you some

suggestions and helps you to deal with the problem.

V. Make Sentences

Speak out with four or five sentences in English to your partner, using the
following words or phrases, and then your partner interprets them into Chinese.

1. an important part

2. the documents and the information

3. goes well

4. be satisfied with

5. booking the meeting

6. well known

11
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L SRZE
] »# The Window of the Convention & Exhibition

Steps on Preparing for a Business Meeting

A well run meeting can be used to effectively train employees, close an important sale,
set business goals and keep major projects on the right track. A successful meeting starts well
before everyone is gathered in a conference room. The person running the meeting needs
to make arrangements, gather materials, send out invitations and coordinate the activities.
Participants need to be prepared to handle any required tasks, provide feedback, make
presentations or brainstorm ideas. Doing the groundwork ahead of time will keep the meeting
running smoothly and help you meet your goals.

Step 1

Determine if you are running the meeting or expected to participate in any fashion. If you
are in charge of arrangements, be ready to coordinate scheduling, materials and the pacing of
the meeting.

Step 2

Set a goal for the meeting. Decide if you are trying to make a sale, bring an investor on
board, train employees about company policies or brainstorm new product ideas.

Step 3

Set an agenda for the meeting. Give participants a heads up if the meeting is expected
to be particularly long. Allow time for bathroom or refreshment breaks. Prepare a schedule if
there will be multiple speakers or presenters.

Step 4

Make arrangements for a meeting room, conference call or online meeting. Book a time
that works for all key participants. Call or email the group to make sure that the chosen time
works for everyone.

Step 5

Send out time and location details to all participants. If you are dealing with employees,
let them know if attendance is mandatory or optional. Email conference call-in numbers and
codes if you are arranging a phone meeting.

Step 6

Prepare for any needed equipment. For example, if you are going to have a computer

12 >
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presentation, be sure that the conference room has a screen and projector. Know how to hook
your laptop up to the projector so that you don’t have to waste valuable meeting time dealing
with technical details.

Step 7

Take your presentation for a test drive before you do it in front of clients. Make sure your
sales or investment pitch is professional, concise and interesting. Endless charts projected on
a screen don’t make for compelling meetings. Understand your audience, how you can meet
their needs and what goals you want to reach.

Step 8

Gather materials. Print off handouts. Make sure there are enough chairs for everyone.
Prepare refreshments or make catering arrangements if necessary.

Step 9

Remind participants 24 hours ahead, or on the morning of, the actual meeting. Aim to

start the meeting promptly at the given time.

Article Source:

http: /smallbusiness.chron.com/prepare-business-meeting-454.html

13 »
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Conference Site Selection

<X Teaching Targets #2Bi%

® Tolearn how to select an ideal venue for your convention

® To learn to inquire about facilities and services offered by a convention center
® To know the importance of choosing a conference venue

® To improve the skill of listening & speaking for convention venue selection

® To master some useful expressions and sentences concerning this topic
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O Aen =a%ﬂ]iv\
. ?. O)E Background Knowledge
\—/
SALRET LY, SRRy —, —Hahbgigse, BB TSI,
I e B BRI R T, RS IR BRI RO . AR S BUESR AN ]

NSRRIk — ORI, ﬁ%#ﬂﬂﬁﬁ@?y%:@ﬂyﬁﬁ%%ﬁﬁ@
By QBT @SHELEE; OB

‘. nn%lﬁﬂ]
of O % ¥ Warming Up /
\/

Listen to the following materials carefully and answer the following questions.

1. How do you choose the correct meeting venue in terms of space?
2. How do you choose the correct meeting venue in terms of theme?
3. Why should you consider the weather when selecting a venue?

4. Why should you visit the meeting venue?

5. What should you consider when you review the site in person?

J

Dialogue 1

Bob, a meeting planner, is conducting an on-site inspection at a convention center. Now

he is talking about the convention site with Laura, the sales manager of the convention center.

B=Bob, L=Laura

L: Good morning, sir. How may I help you?

B: Good morning! We are seeking a venue to hold an international convention. So I want
to get further information about your center.

L: May I provide some information that might be of interest to you?

16 »
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B: That will be very nice. I was told that your convention center had extensive experiences of
holding international conventions.So,we are expecting to enjoy the services of international standard.

L: You’ve got a right choice. Look, these are the pictures of past successful conventions
we’ve held before.

B: Wow, that is wonderful! I have more confidence in your convention center now.

L: Thank you. Let me show you around the center and give you a specific introduction
to it.

B: It is very kind of you to show me around the convention center.It gives me a great idea
of your meeting service facilities.

L: My pleasure.Here is the brochure introducing the details of meeting service at our
convention center.

B: Thank you.I will consult with our general manager.And we’ll let you know our
decision as soon as we can.

L: Thank you for visiting. We are looking forward to seeing you again.

W)rd bank

on-site [on sait] adj. 7

inspection [in’spekfn] n. #1%%, &

standard [‘steendad] n. fxif; KHE; adf. FRUERT; SRR
extensive [Ik'stensiv; ek-] adj. | 72 ¥ KEM; | FE I
confidence [‘konfid(a)ns] n. f5Ly; 1HAT; Fh%

brochure [‘bravfs; bro’fva] n. Fift, /M1

N otes

1. We are seeking a venue to hold an international convention.
B[ TR E R 948
2. I was told that your convention center had extensive experiences of holding
international conventions. I
RIT PR AP A R EGENB R EH,
3. So, we are expecting to enjoy the services of international standard.

PrvA, RAVHASEF 8 B FRAF ARG RS-

17
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4. Look, these are the pictures of past successful conventions we held before.
A, EREMZATEZERA LB E R,

5. Let me show you around the center and give you a specific introduction about it.
iR AR ESIAB P s, S LA & B4,

Dialogue 2

Alice(A),the PCO, Martin(M),the marketing manger of the convention center.

M: Welcome to our center again! I’ve got your request for bids,and I am sure we can meet
your requirements to the most extent.

A: Thank you very much.

M: You are our long-term partner. We will try all means to secure your requirements
although it is the peak period.

A: It is kind of you to do the favor for us.But the venue is kind of far away from the
downtown area, a bit inconvenient for us and attendees.

M: Well, maybe,but the surrounding here is excellent and spacious. Besides we can offer
more parking lots at no charge.

A: That is good. Can you show me around your center?

M: No problem.Let me take you to the function hall first.It has a seating capacity of about
600 people. And the hall illumination is just renovated.

A: Very nice!

M: We also have value-added services to you.We will offer you a package of
complimentary items the same as usual.

A: Thanks! By the way,we will still have a group rate this time?

M: No problem! You’ll enjoy a discount much lower than the rack rates.Our offer will be
more preferential if you use our food and beverage service.

A: I know what you mean.To be honestly, the meeting facilities and the staff of the center
left me a good impression.

M: Thank you! Then I will draft a contract for your perusal after getting your fact sheet of
meeting requirements. It will include all we discussed just now as well as complimentary items
we can offer.

A: T am looking forward to it. Thanks for your time.

M: You are welcome.

18 »
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W)rd bank

bid [bid] v. £thr; HAY

secure [sI'kjos; srkjo:] adj. A1 LRGN v. RYs FHF

peak [pi:k] n. (i, %

surrounding [sa’ravndin] adj. J& [, FHITRIn. FREE, 5 )
capacity [ke’paesiti] n. B8 11; AiE; A%

illumination [1ljumi’neifen] n. fEEH; [, HA

renovate [‘renaveit] v. 531 1BE:

complementary [kompl'ment(s)ri] adj. %M & (#7, *h7alH
preferential [,prefa’renf(a)l] adj. Th7cHI; EFEIK)

perusal [pa’ru:z(a)l] n. B K5i%

Notes

1. I’ve got your request for bids, and I am sure we can meet your requirements to the !

most extent.
‘ BN T AV, LKA AR KN TR He 5 AR89 5 B
2. We will try all means to secure your requirements although it is the peak period.
R FER, AL RMAZREF I ERRART 0 F L,

3. We also have value-added services to you. We will offer you a package of

complimentary items the same as usual.
‘ FA b ARSI S, o —HE A & B R — LT W,
4. You’ll enjoy a discount much lower than the rack rates.
A F AT AR S 937 4e
5. Our offer will be more preferential if you use our food and beverage service.

S RAAE A FATVHI ARG, ATV 2 B AR &

- SEA9R /
s

» Sl | Practical Sentence Pattern

I want to get more detailed information about your convention center.

FRREX TR O EFEANE S

19
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F» May I provide you with some information that might interest you?3 oJ I A /RIEHE—
Lo BRI E 2152

) T was told that your convention center had a lot of experience of holding conferences.
IR R OB FENENRBEWUNELR,

I’» Let me show you around the center and main conference halls. 1.t KT /REM SN
ROMEZENEIKRIT.

I It is very kind of you to show me around the convention center. /REE 5 F SN =
DRERKREFT .

I Here is the brochure introducing the details of meeting service at our convention center.

RANBF N BRNEW PO —ESWRSZ AT

E» You are our long-term partner. /REF TR EAG1EINFES

> We will try all means to secure your requirements although it is the peak period. R 5&
2elEd, BERBMNERA—VTRHRENT R,

) The location is kind of far away from the downtown area.iX JLE ™ X B Lix

> We can offer more parking lots at no charge. {10 DUREE £ IR 212 E 1,

£» Let me take you to the function hall first. 3 5C /R A ThEE KT,

[ Tt will include all we discussed just now as well as complimentary items we can offer.

EREHEABRNRA TR R IATT DURHHN R BT

ol STESTUITRE
., \? Practical Training Project
\—/

I. Build Up Your Vocabulary

1. Match the expressions on the left with the best translations on the right.

(1) selection a. B
(2) inspection b. 4% (1)
(3) standard c. it
(4) brochure d. P
(5) preferential e Kifx
(6) complimentary f.iz=
(7) surrounding g e
(8) bid h. FRHE

20 »
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(9) renovate i A
(10) facility jo /T

2. Complete the following sentences with words or expressions from the

dialogues.

A: Good morning! Beijing (E Br£ 1 HLy). How may I help you?

B: I am calling from Hong Kong Energy Conservation Association. I wonder if I’d
enquire about (Z57p—231) in your center.

A: T am glad to help you,sir. How many people will (B Ini)?

B: A party of 300.

A: SV AEAT AW TR 284T)?

B: On June 11" and June 12"

A: Let me have a check, please. Thank you for your waiting,sir. We do have vacant suites

and (FhHE2UT) during the period you desire for.

B: That is good. Our attendees are all (#91).Is it possible that they each have a
suite?

M: Don’t worry,sir. Since ours are (fL/£4%) convention center, every attendee is

offered a suite and therefore receives a VIP treatment.

J: T like that very much.What is the ()2

M: We offer rates competitive with standard hotel rooms, RMB 500 yuan per person per
day, including (5-7%) and afternoon refreshment.

J: (W K25 ANH).Low room price and we can enjoy suite service,everybody’s
dream!

M: Exactly.May I have your name and your (L H5)?

J: John Lennon. My fax number is 98532166.

M: John Lennon.Your fax number is 98532166. &5 oA IR,

J: Thank you very much.

M: You are welcome, John.We are looking forward to serving you.

I1. Substitution Drills
Using the words in the following boxes to replace the underlined words.

1. It is important that you start to look for a venue several months before the date of your event.

' place site spot |

21
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2. For larger events you may even need to start your search at least a year ahead as bigger

venues tend to get booked up way in advance.

‘ beforetime previously ahead of time‘

3. The first thing which you need to consider is the amount of attendees you are expecting.

think about take into account

take into consideration

4. This will instantly help you to narrow down your list of potential venues as you will
be able to disregard those which don’t have enough capacity as well as those whose rooms are

simply going to be too large.

‘neglect ignore brush aside |

5. The aspect which you have to take into consideration is the budget available.

point respect facet |

6. Once you have made yourself a shortlist of potential venues you will need to get more

specific in the criteria you require.

'standard measure touchstone|

7. You will need to work out what sort of venue will complement the theme of your event
and also determine whether or not they will have the facilities required for your particular type

of event.

'make up for complete perfect|

8. As the event planner you should ring round and enquire directly with staff at the venue

to see if meets your list of requirements.

‘crew personnel clerk |

9. Not only will you have to ensure that the facilities meet your requirements but arguably

just as vital is the actual location of your venue.

\important essential cmcial\

10. This will be especially important if you are expecting people to travell long distances

to attend your event.

participate in  be present at take part in|

III. Listening Comprehension
Listen to the dialogues; fill in the blanks according to what you hear. Then
practice the dialogues with your partner.

Williams is talking to Jordon on the phone. Williams who has called to book a conference
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at the Noble hotel,is an assistant at the culture media company.Jordon is a clerk in the Noble

hotel. They have known each other for ages.

W: Hello, this is Williams calling from culture media company, Shanghai.l called to ask
about at the Noble hotel.

J: This is Noble hotel. ?

W: I am just calling to tell you our company has planned to have a two-day in
your hotel. I am wondering if you can do us a favor.

J: It is my pleasure. When will you have your meeting?

W: From July 21%to 26" and there will be 78 people altogether.

J: So, you will stay here for ?

W: Actually, we will finish in the afternoon on the 26", so we just want to the
rooms for five nights.

J: OK. What kind of rooms do you prefer? We have , ranging from presidential
suites to standard rooms.

W: We need 2 suites and 38 standard rooms.

J: Let me check.2 suites and 38 standard rooms...OK, we have all of these rooms
during the period of your meeting.

W: Also, we need a big meeting hall and a dining room that can 78 people.

J: So a large meeting hall and a dinning hall. ?

W: Oh, we also need a toastmaster capable of

J: All right, that will be no problem.If there is anything else we can help, please let us
know

W: OK, thank you. You are .

J: My pleasure.

IV. Role Play
1. Work in pairs or more, try to do a short dialogue according to the following. Suppose you
are planning an international conference of environmental protection.Having invited 6 speakers, you
are discussing now with your partner what kind of format the conference should be organized in.
2. Suppose you are a staff working at a conference center, how will you introduce your

center to attendees?
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V. Make Sentences
Speak out with four or five sentences in English to your partner, using the
following words or phrases, and then your partner interprets them into Chinese.
1. detailed information
. convention center
. conference hall

. meeting services

. downtown area

2
3
4
5. peak period
6
7. parking lots
8

. at no charge

L SREZE
] »# The Window of the Convention & Exhibition

How to Choose a Successful Venue for Your Conference

If you want your event to be a success you’ve got to get the venue right. People will only
put up with a poor location, difficult transport links and sub-standard facilities for so long,
regardless of how amazing the event is. If you choose a venue that’s too big then your event
can come across as under-performing, even if turnout is as good, or better, than expected. Go
too small and everyone feel like they’re playing some awful corporate game of sardines. So
how do you go about choosing the right venue for your conference?

Know Your Event

Before you rush out looking for a venue it’s incredibly important to get a proper handle
on the basics of the event. What’s the budget? How many rooms will you need? What kind
of footfall are you hoping for? Once you’ve answered those questions they can act as a filter,
helping you to refine your list of potential venues.

Location, Location, Location

The estate agent’s mantra works well for event planning too. Think about where the
majority of your participants will be coming from. Is your event on a local, regional or national
scale? Come to think of it, are you going to have any international attendees or guest speakers?

If your event is aimed at pulling in punters from around the country and beyond then
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think very carefully about a location in a large city. The transport connections should mean that
anyone travelling from outside the local area has a multitude of options open to them.

Is the event held over more than one day? If it is then you need to think about availability
of accommodation across a variety of price points. Not every attendee will want or be able to
splash out on a two night stay at a Park Hyatt or Hilton. It’s also a good idea to scope out what
the local food and entertainment scene is like. Although many people will want to head back to
their hotel for dinner, a shower and bed, there will be some looking to have a more entertaining
evening out.

Nibbles and the Net

Working through the above should have brought you down to a few venues that are
suitable. To make that final decision take a look at what kind of facilities are on offer at each
venue. Don’t just go for the swankiest option though, think about what the needs of your
conference or event are and find the best fit.

What kind of on-site catering do you need? Just a buffet or a more formal dinner? Can the
venue provide this or are you going to have to hire in a catering service? Of course you need to
think about how this might affect your budget.

Also, given that everyone is hooked up to the internet virtually 24/7 these days via smart
phones or tablets, does the venue have a WiFi network, and can it take the strain of hundreds,
maybe thousands of people using it simultaneously?

One other thing to bear in mind is whether or not the venue has technical equipment you
may need. If you have ushers and on-site support staff they will probably need walkie-talkies
to make communication quick and easy, but will you have to hire a set? And what about tills
and debit card terminals for processing payments and tickets?

Hopefully by taking all the above points into consideration you should be able to find
your perfect venue. If you get these areas right, and you’ve put together a great programme of

speakers and events then you should have a fantastic conference on your hands.

Article Source:

http: //www.triplepundit.com/podium/choose-successful-venue-conference/
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