Booking a [Meeting
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Su-Hui, a clerk with the sales office of the Claude Convention Center is answering a
call from New York. The caller, Mr. Hilton, enquires about booking a conference at the
Center.
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L2 W Fill in the chart with the missing information about the convention
booking after finishing reading the dialogue following the chart.

Post Office Box 66666
Shanghai, 200000 China
(021) 6666-8888

Meeting Group Inquiries
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! Meeting Title

Dates

Caller’s Name

Original Room Block

Actually Used

Meeting Requirements (Program if possible):
2 Persons Set-up

General Session

Breakouts

Charges RMB US Dollars

Su-Hui:  Good morning. Claude Convention Center. Su Hui speaking. How may I assist you?

Hilton:  I’'m calling from New York Translators Association. I wonder if I’d enquire about
holding a conference in your place.

Su-Hui: I’'m glad to help you. For how many people, sir?

Hilton: A party of 50.

Su-Hui:  When will the event be held?

Hilton: November the 18", the 19" and the 20™.

Su-Hui: Let me have a check, please... Sorry to have kept you waiting, sir. We do have vacant
suites and conference hall during the period you desire for.

Hilton:  That’s good. Our attendees are all famous people. Is it possible that they each have a suite?

Su-Hui: Don’t worry, sir. Since ours is an all-suite convention center, every attendee is offered
a suite and therefore receives VIP treatment.

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

Su-Hui:  We offer rates competitive with standard hotel rooms, 830 yuan RMB per person per
day, an equivalent to 135 US dollars. Besides, we also offer complimentary “perks”,
including breakfast and coffee hours.

Hilton:  Great. Sounds reasonable. Room rates and we can enjoy suite service. Everybody’s dream!

Su-Hui:  Exactly, sir. Our homely atmosphere will bring your dream to life. If you are really interested
in our center, I’ll send you a reservation form and a prospectus about our meeting facilities.

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

Su-Hui:  Yes, sir. May I have your name and your fax number?

Hilton:  John Hilton. J-O-H-N, H-I-L-T-O-N. My fax number is 708-682-3352.

Su-Hui:  Mr. Hilton. Your fax number is 708-682-3352. Yes, I’ll make it right away, Mr. Hilton.

Hilton:  Thank you very much. Good-bye.

Su-Hui:  Good-bye, Mr. Hilton. Thanks for calling.



’ suite /swizt/ n. a series of connected rooms used as a living unit £ 55

)‘ attendee /oten'diz/ n. one who is present at or attends a function H} i & ‘
)‘ rate /rert/ n. the amount of money that is charged for goods or services # % )
)‘ equivalent /I'’kwrvolont/ n. something that is essentially equal to another X} 4:4) ’
’ complimentary / kpmpli'mentrt/ a. given free to repay a favor or as an act of courtesy 3 )‘
N R S AR \
)‘prospectus /pro'spektoas/ n. a document describing the chief features of a meeting for"

" participants 2% /1 "
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Read the dialogue again and check (V ) true or false for each of the
following statements.

True False
1. The meeting which is being booked is an association meeting.
2. The attendees of the conference are average people.

3. The convention center is an apartment hotel.
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4. Breakfast and coffee are free of charge.

a In groups, sum up the procedures of meeting reservation on the phone.

I¥Receptionist [} Guest

Greet and offer help
P . g Greet and tell the staff your company
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name and wonder if you’d enquire about

holding a conference.




English for Meeting
and Exhibition

b \%IO.

1. ( =] ’%
12.

o— =

Pair work. Give a plausible definition to each of the following
concerns. Then match the expressions on the left with the best
Chinese equivalents on the right.

1. MICE 7. Product launch
2. Convention 8. Board meeting

3. Conference 9. Fund-raiser

4. General Assembly/Plenary Session 10. Forum

5. Seminar 11. Panel

6. Workshop 12. Training session

Example: A4 convention is a general and formal meeting of a legislative body, social or
economic group, for action with a set objective involving a general session and

smaller meetings.

() 1.MICE R £ a. TR S
() 2. Convention b. Elk 23l

() 3. Conference — c. P RATS
() 4. Plenary Session d &/ GRFD
() 5. Seminar . - e. ViAEsL )
() 6. Workshop f. FHHSW
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) 7. Product launch
) 8. Board meeting
) 9. Fund-raiser

) 10. Forum

) 11. Panel

) 12. Training session
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Fill in the blanks according to what you’ve heard. Then repeat and practice with
your partner.

Getting general information about a meeting Response

When will (1) be held? For arrival Thursday, March 24 with
departure Sunday, March 27, 2013.

How many (2) will there be? There will be 100 attendees.

For how many attendees?

What (3) do you have in your mind? | A party of 200.

What kind of (4) do you need? Do you have sufficient number of breakout
rooms for our (5) ?

Your name and your fax number, please? My name is Su-Hui. You may fax at
6666666.

Introducing the capacity and capability of the convention center

We have some brand-new imported equipment.

The equipment is of good quality of both picture and sound.

The center of the multi-purpose hall is the main (6) seating 400.
It (7) about 400 people.

Our conference hall is multi-purpose.
We have a fully-equipped convention center that provides complete secretarial service.

We have all the state-of-the-art (8)

Giving further information about meeting booking
You can hire our nightclub for private use.

Here is the rental rate list for (9) for the convention.

I will send you a (10) list with a price list by fax.

So you’d like to reserve our conference room for three days together with an (11)

I’1l order (12) of pens in different colors.
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1. With a partner, take turns asking and answering the following questions.

a. Do you know the difference between marketing and selling?

b. What are the common types of meeting groups?

c.  What kind of meeting sites do you prefer to hold your conference? (A resort hotel? A

large motel? A university? A specialized meeting center? A convention center?)

d. How do you define incentive meetings? What do incentive customers want?

e. How many national and international associations are there in your country? Is the

convention very important to the association?

f.  Why are computers important to convention salespersons?

2. Go over the following chart; ask and answer five questions in turn.

Example: On which day do conventions most frequently begin?

‘When they are held

Starting Day of Meeting

Rated by the number of events, these are the most
active convention months in order of importance:

October May April June September

Rated by the number of attendees, these are the most

active convention months in order of importance:

October September March February January

percentage of total market

§

Sunday
Saturday

Wednesday

3. Understand the speaker’s intention, and then fill in the blanks.

a. —~Glad to meet you, Mr. Lee. I'm John Hilton, director of convention sales department.

T TR 210

Sure. Here it is.

HE: fRE2ELH)
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C.

Do you have enough breakout rooms? We will have several seminars.

(I @SR A )

——What is the full conference plan price?

(& ORI

Yours is a (an) convention beginning on

and some early arrivals on Sunday.

Am I correct, sir?

Exactly.
(M B0y e s &)

4. Render the following into English by using as many language skills learnt as

possible.

BREILA BRI 2 =?

KRB BURSFar, B S Tl P e m ks e S filig .

BT L2 RS, RADEEI A, A7, RAMES AE 20 H
Y2

TH ) URATTRE AT A Bt 5K e 41 235 511 2

BRI bl Ah, 2 TAE N SOa mT L= AL R s -

5. Mr. Rachel is planning an annual convention of the World Translators
Association. There are 100 top translators attending the event which requires
a medium-sized meeting hall for plenary session, and several breakout
rooms for discussions. Rachel calls a Chinese convention center and makes a
reservation of the convention. Try this phone call with a partner. One person
plays the role of Mr. Rachel. The other plays the role of a reservationist of a

convention center.
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A speaker confirmation letter 23U UF Al 1

Wisconsin

h . .
14" Annual Northwest Wisconsin Lakes
Conference Friday June 22, 2012
Spooner High School, Spooner Wisconsin
March 24,2012

Dear Mr. Wang,

On behalf of the organizing committee for the Northwest Wisconsin Lakes Conference I would

like to thank you for agreeing to be a keynote speaker at our June 24th Conference.
Please develop your presentation for a 60-minute time period.

Overnight accommodations are available in Spooner, WI can be made at:

Inn Town Motel has rates from $50 715-635-3529
Northwest Lodging has rates from $62  715-635-3535
Best Western has rates from $109 715-635-9770

We are excited about your presentation and appreciate your willingness to share your time and
expertise! As a speaker, your registration fee is waived. Thank you for helping to make this year’s
conference a success. If you have any questions please feel free to call me. We will be sending you
a conference schedule and speaker form soon.

Sincerely,

NWLC Planning Committee

Enclosures
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’ Wisconsin /wis'konsm/ n. B A (GEEH AL HT N
’ keynote /'kimout/ n. F/8; S ‘
’ expertise / eksps:'tiiz/ n. L[] HIH "
"WEIIVC fwerv/ v. J{LFE; HRHE
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Professional Culture Tips

An Introduction to /CCA

ICCA’s worldwide membership comprises approximately 650 leading companies and
organizations offering every type of service to the international meetings industry. A superb
network of international quality venues and destinations, PCO and DMC
services, technology specialists, transportation companies, and consultants are

available via this website.
ICCA offers a variety of benefits, such as networking, education,
ICCA promotion as well as business opportunities, such as databases with
information on congress organizers and details on international meetings.
Please check out this website to find out more about the range of benefits ICCA provides to its

members.

ICCA was founded in 1963 by a group of travel agents. Their first and foremost aim was
to evaluate practical ways to get the travel industry involved in the rapidly expanding market of
international meetings and to exchange actual information related to their operations in this market.
This initiative soon proved to have been taken at the right moment: the meeting industry expanded
even more rapidly than foreseen, as a result of which candidates from all over the world applied
for ICCA membership—not only congress travel agents but representatives from all the various
sectors of the meetings industry.

ICCA now is one of the most prominent organizations in the world of international meetings.
It is the only association that comprises a membership representing the main specialists in
handling, transporting and accommodating international events. With members in more than
76 countries around the world, it is certainly the most global organization within the meetings
industry. ICCA has offices in the Netherlands, Malaysia and Uruguay.

To create a global community for the international meetings industry which generates
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and maintains significant commercial competitive advantages for all member companies and
organizations, the ICCA network not only enhances co-operation between members of the
same profession in the above mentioned categories, it also enables them to work together with
members—regardless of their categories—in the same geographical areas. For this purpose,
National and Local ICCA Committees have been formed. This element of the ICCA structure
is based upon regional similarities in business matters such as marketing, market research and
education. During recent years one aspect has dominated this regional co-operation, particularly
at National and Local level: the concerted promotion of the region as an attractive destination for

international meetings.

( ICCA: International Congress and Convention Association {H 52314

( comprise /kom'prarz/ v. £ "
( venue /'venjui/ n. 2% :‘
( destination / destr'nerfn/ n. H [FH "
" PCO: professional convention organizer HRMV 21 5%l # "
" DMC: destination management company H FJ & # /3 7] "
" database /'dertobers/ n. Z#iE %4 "
" foremost /'formoust/ a. i T ZE [ "
" initiative /i'nifotrv/ n. BB "
), Netherlands /'nedalondz/ . fip 2= "
), Malaysia /ma'lerzo/ n. H5oR P41 ’:
) Uruguay / juara'gwer/ n. %47 )
), enhance /m'hans/ v. #4555 "
), regardless /ri'ga:dlos/ a. AN ’:
), dominate /"dommert/ v. it "

" concerted /kon's3itid/ a. B

11



