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Theme Unit Page Function

Convention 
Planning

62

A Last-minute 
Change

68

Composing an 
Invitation Letter

74

Managing the 
Convention

80

Attending a 
Trade Show

88

Promoting Your 
Business at Trade 
Shows

94
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of Trade Show 
Preparation
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Networking
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Meeting Consultation
UNIT

1
UNIT

2 Pre-meeting Arrangements
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3 Troubleshooting
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ConversationsII

Warming UpI

Theater Classroom U-Shaped Room

Boardroom Banquet Reception

Different Venues

Meeting
Consultation

Venue Booking
01Scenario 1

Lucy Good morning, this is Sunshine Village Hotel. How may I direct your call? 

1
UNIT

Meeting
Consultation

Please brainstorm what things you would need to sort out before 

a meeting. Work in pairs.

8



meetings, lectures, and seminars.

The capacity depends on the seating arrangement as well. We have a theater, 

classroom, cabaret, u-shaped room, boardroom, and banquet settings.

Tom
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My pleasure, sir. Have a nice day.

sales representative will contact you shortly to discuss 
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can be prepared.

Yes, put that in, too. It says here that they provide complimentary pencils and 

bottled water.

ah, meeting, there it is.

area code . . .

Mike

Janet

on rmation on ersation Between olleagues
02Scenario 2
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Listening PracticeIII

Please listen to the following dialogue and answer the questions.

What is Ben’s position?              1

Technician.

Building manager.

Assistant.

a

b

c

a

b

c

Why isn’t any sound coming out?              2

a

b

c

              3

The very next day.

All right. I’ll get right on it.

about the vegetarians.

03
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ActivityV 1

What equipment might be required 

in a meeting room to help the 

meeting go smoothly?

You are in charge of making reservations for an event that your company will be holding. 

o through the scenarios carefully and ll out the attached request form. o not forget 

to list any of the details, including possible requests for equipment and/or refreshments 

under “special requests.”

What are some technical problems 

that one may encounter in a meeting? 

How can the situations be avoided?

1
2

360 200 185 60 60 250 400

120 75 65 40 35 100 125

100 55 55 30 35 75 85

50 30 28 21 28 46 50

30 20 20 15 12 25 30

15 12 14 8 12 12 15

The following table lists the capacity of a hotel’s meeting facilities with 

arious kinds of table settings.

Discussion QuestionsIV
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Your company is holding an international meeting where important business partners will 

join and discuss future directions. You want everyone to have an equal chance to express 

their opinions. You are expecting around 30 participants, and the meeting is expected to 

last a full day.

Your company is introducing a new product to the market in the fashion of a press 

conference. More than 300 people will come, including special guests and reporters for 

the mass media. The event will roughly take around two hours.

．SCENARIO:                                                                                                                   

．DATE:                                                                                                                                    

．NAME OF COMPANY:                                                                                                            

．EVENT TYPE:                                                                                                                              

．TABLE ARRANGEMENT TYPE:                                                                                             

．NUMBER OF PEOPLE:                                                                                                            

．NUMBER OF ROOMS:                                                                                                           

．SPECIAL REQUESTS:                                                                                                               

REQUEST FOR PROPOSAL

．SCENARIO:                                                                                                                   

．DATE:                                                                                                                                    

．NAME OF COMPANY:                                                                                                            

．EVENT TYPE:                                                                                                                              

．TABLE ARRANGEMENT TYPE:                                                                                             

．NUMBER OF PEOPLE:                                                                                                            

．NUMBER OF ROOMS:                                                                                                           

．SPECIAL REQUESTS:                                                                                                               

REQUEST FOR PROPOSAL

Scenario 1

Scenario 2
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Your company will welcome a guest speaker from a foreign nation to give advice on 

marketing strategies. Around 40 employees will be attending the speech. The speaker 

has sent you his PowerPoint le in advance and requested that you set up necessary 

equipment and play the slideshow when he presents. The event will start at ten in the 

morning and is expected to go on until noon.

Your supervisor is holding a semi-formal meeting for executive supervisors for the 

company only. ome business issues will be discussed over dinner, with a brie ng at the 

very beginning. Ten people will be included in this meeting.

Scenario 3

Scenario 4

．SCENARIO:                                                                                                                   

．DATE:                                                                                                                                    

．NAME OF COMPANY:                                                                                                            

．EVENT TYPE:                                                                                                                              

．TABLE ARRANGEMENT TYPE:                                                                                             

．NUMBER OF PEOPLE:                                                                                                            

．NUMBER OF ROOMS:                                                                                                           

．SPECIAL REQUESTS:                                                                                                               

REQUEST FOR PROPOSAL

．SCENARIO:                                                                                                                   

．DATE:                                                                                                                                    

．NAME OF COMPANY:                                                                                                            

．EVENT TYPE:                                                                                                                              

．TABLE ARRANGEMENT TYPE:                                                                                             

．NUMBER OF PEOPLE:                                                                                                            

．NUMBER OF ROOMS:                                                                                                           

．SPECIAL REQUESTS:                                                                                                               

REQUEST FOR PROPOSAL
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After your guest has booked a meeting, you should arrange the meeting according to 

the guest s requests and write an email to con rm the details.

Attach Add BcDeleteSaveSend Label

MEETINGS & EVENTS

SUSUBMBMITITSUSUBMBMITIT
Highway
Resort

Rural
Suburban

Airport
City Center

USA EUROPE ASIA

AUSTRALASIA

MIDDLE EAST

AFRICA

CANADA

CARIBBEAN &

LATIN AMERICA

mi        km

LOCATION

CAPACITY

DISTANCE FROM AIRPORT

Number of Sleeping Rooms Needed Qty:
0 2,000

Qty:
0 30,000

Qty:
0 30,000

Largest Meeting Space Needed

Total Meeting Space Needed

Distance from Airport

Property Type

Northeast

Midwest

West

South

+ Western & Southern

Eastern

UK and Ireland

Northern & Central

+

  Select    

Activity 2
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