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Part One English for Conventions Unit I Talking about Convention Industry Background and Direction
Dialogue 1 : What Makes a Great Convention City? Dialogue 2: Booking a Meeting Reading: The Historical
Development of Convention Industry  Practical Writing: Convention or Meeting Proposal  Exercises Unit 2
Planning of Meetings and Conventions Background and Direction Dialogue 1 : Planning for the Convention
Dialogue 2 : Arranging for the Convention Reading: The Routine Work of Meeting Planner Practical Writing:
Convention Lead Form Exercises Unit 3 Conference enue Selection Background and Direction Dialogue 1 :
Negotiating about Conference Venue Dialogue 2 : Site Selection  Reading: Event Venue Selection  Practical
Writing: Meeting Room Reservation Form  Exercises Unit 4 Selling and Promoting Conventions Background
and Direction Dialogue 1 : Bargaining for a Discount  Dialogue 2: Negotiating Conference Facilities Reading:
Event Planning Service Practical Writing: Convention Registration Form  Exercises Unit5 Conference
Registration  Background and Direction Dialogue 1: Convention Registration  Dialogue 2: Registering at
Conference Reading: Convention Registration Service  Practical Writing: Call for Conference  Exercises Unit
6 Catering Service for Convention Background and Direction Dialogue 1 : Catering Arrangement for a
Seminar Dialogue 2: Confirming Catering Service Reading: Event Catering  Practical Writing: Catering
Arrangement Exercises Unit 7 Post-conference TourPart Two Englist for Exhibitions Unit 8 Talking about
Exhibition Industry Unit9 Exhibition Planning and Marketing Unit 10 Booking a Stand Unit 11 Booth
Installation and Dismantlement Unit 12 Exhibition Logistics Unit 13 Exhibition Reception Unit 14
Post-exhibition Research and AnalysisKeys to ExercisesAppendix 1 Terminology for ExhibitionsAppendix 2
Sample WritingAppendix 3 FAQLI Frequent Asked Questions[] about Trade Show( [1 [1 [
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[0 O There ale mitlly variations in power supplies.Electricity can bealternating current] acC] or direct current[] de
[ Frequency call be 50 or 60hertz] HZ[ or cycles per second.Voltage also valies-evell within thesame city or
country.Finallyd there are 12 types of attachment plugs in usearound the world and several countries use more
than one type.O O Eleetrieal equipment or lighting shipped with your exhibit from theU.S.will likely need
transforers or converters that can be very expensiveto rent.It is usually simpler to rent equipment locally-especially
officeequipment such as fax machinesC] copiersC] and computers.Shipping aU.S.exhibit witll multiple electrical
requirements can be a budget busterdue to the high cost of~nting transformers.[J [0 Inadequate Or improper
power supply can spell disaster for productsand demos. It can also interfere witli the proper operation of
lightingfixtures.Electrical power to your booth may not be avallable 24 hours aday and may even be shut off
at.show elosing. This mealis that computersand other sensitive equipment must be powered down before the
showdoses each day.[J [J Typieany trdde show services must be ordered from several providers.Individual
Colltac~and order forms are included in the extdbitor manualJ]

Quantities ale often limited so ordering early isalways advisable.[J [J "While the main booth power supply Or
plumbing connection still mustbe.ordered from the tlade show organizert] most[] jf not.all work within thestand
[0 booth spacel] call be done by the stand[] booth[d builder.thisincludes utility wire distribution] electrical

O phonestd computernetworkingd O plumbingd and hanging graphics.[J [0 Although some trade show veliues
seem to be catching Oil to U.S.methods[J drayage is still basically an ullknowll. Typically if your boothships from
the U.SO the freight forwarder handleS the oftloading] deliveryto the Stand[J and booth crate storage during the
trade show.
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