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Introduction to the course and Exhibition Industry

Warm-up activity (about 10 mins)

What are the importance of exhibition industry?

Task 1 General introduction to the course

Step 1 Introducing the course (about 20 mins)
1.Discussion

Do you think what you will learn about “£ f&”?
2.Teacher’s introduction
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. 1.Introducing the Course and
) General Introduction to The o
1.General Introduction L Exhibition Industry
course and Exhibition Industry . o
2. Introducing an Exhibition

1.Inviting to an Exhibition

I. Promoting an Exhibition 2.Enquiring about an Exhibition
3.Choosing an Exhibition
1.Booking a Stand

2.Services beflore an 2.Making Exhibiting 2.Arranging Shipping
Exhibition Arrangements 3.Handling Insurance
4.Making Travel Arrangements
1.Building the Booth
3.Moving in an Exhibition 2.Decorating the Booth
3.Training Booth Staff.

3.Services at an 1.Receiving Customers at a Booth
Exhibition 4.Receiving Clients 2.Socializing with Clients
3.Going Sightseeing with Clients

1.Presenting Products

) 2.Talking with Visiting Clients about
5.Presenting Products
New Products

3.Learning to Present Effectively

6.Negotiating Business 1.Negotiating about Price
2.Negotiating about Payment
3.Negotiating about Shipment
4.Negotiating about Packing and
Insurance

1.Drawing up a Contract
7.Signing a Contract 2.Amending a Contract

3.Signing a Contract




1.Learning Exhibition Follow-up
Strategy

) ) 2.Planning After-show Marketing
8.Following up Business o
Activities

) 3.Following up Sales
4.Services after an

Orders&Prospects
Exhibition

1.Measuring the Success of an

Exhibition

9.Analyzing Exhibition Results 2.Reporting Exhibition Results

3.Writing Reports on Exhibition

Results

Step 2 Introducing the exhibition industry (about 15 mins)
1.Teacher’s introduction

Nowadays, many experts in the field think in a narrow sense, “£> & ” is understood as convention &
exhibition industry. In a broad sense, it is understood as MICE industry.
2.Practice

Watch a video about exhibition, and tell what exhibition it is.
3.Discussion

(1) How many exhibitions do you know in Weifang?

(2) How many world-famous exhibition hall do you know?
4 Teacher’s introduction

(1) Famous exhibitions in Weifang

(2) World-famous exhibition halls

Task 2 Introducing an exhibition

Step 1 Vocabulary (about 5 mins)
Match the words with their definitions.

(1) exhibitor (2) exhibit (3) venue (4) stand (5) session

a. A product or service displayed at an exhibition

b. A small enclosed area where information and products are shown at an exhibition
c. A period of time used for a particular activity

d. A company who exhibits its products or services at an exhibition

e. A place where an organized activity takes place

Step 2 Discussion (about 10 mins)
1.Have you ever participated/visited an exhibition? If yes, describe your experience.
2.What kinds of people are involved in an exhibition?

(visitors, exhibitors and organizers)



3.What are the benefits of exhibiting in an exhibition? (Why do exhibitors take part in an exhibition?)
(1)Ask for results of their discussion and give comments
(2)Show students the teacher’s list.
Open to a large market
Reinforcing your market position
Strengthening relationship with your customers
Finding potential customers
Conducting inexpensive market research
4. What are the benefits of visiting an exhibition? (Why do visitors take part in an exhibition?)
(1)Ask 2 students to come to the front to give a short presentation on their findings.
(2)Give comments and show the teacher’s list
To see what’s new.
Evaluate products and suppliers
Step 3 Teacher’s introduction (about 5mins)
1. What functions has the Canton Fair performed?
The Canton Fair not only demonstrated the excellence of products made in China and the strength of
China’ s powerful productivity, but also functions as the vane of China’ s economic development.
2. Why is the Canton Fair the first choice for international buyers?
It brings together the best enterprises and high-quality products from over China, making it the first
choice for international buyers.
3.Who are the organizers of the Canton Fair?
The Canton Fair is co-hosted by the Ministry of Commerce of P.R. China and People’ s Government of
Guangdong Province.
4.Name some product categories of the Canton Fair.
In Canton Fair, you may find all kinds of products. The product categories include electronics,
household electrical appliances, consumer goods, textiles, and garments, etc.
5.What is the total number of buyer attendance so far?
The total number of buyer attendance has reached 5 million so far.
Step 4 Listening practice (about 5 mins)
Listen to the promotional presentation for 108th session of the Canton Fair. Take notes and then share
with your partner your answers to the following questions.
Step 5 Reading (about 15 mins)

1.Students read the passage by themselves, mark the new words and finish the following exercise:



Are the statements below true or false?

(1) Canton Fair has three sessions annually.

(2) The trading delegations excluded scientific research institutions.

(3) Canton Fair offers on-line service besides the traditional business way.
(4) The focus of Canton Fair is on import trade.

(5) Invisible trade is also carried out at Canton fair

2.Teacher’s explanation

Review and homework (about 5 mins)

Homework:

1.Read the following statements and fill in the blanks with appropriate words in the word box.
2.Make an introduction of Canton Fair according to the following questions:

When Canton Fair is held?

Where Canton Fair is held?

Who are the organizers of Canton Fair?

What functions has the Canton Fair performed?

Name some product categories of the Canton Fair.

Who will attend Canton Fair?
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Warm-up activity (about 10mins)

Lead in question:
What kind of exhibition have you ever attended? Try to describe its exhibition center in English.

Task 1 General introduction

Step 1 Dialogue (about 20mins)

1. Listen to the tape

2. Ask students
Who are the two speakers?

What views/topics are exchanged between the two speakers? (Benefits of taking part in an exhibition;
Where do people get the up-to-date information about the market in US?)

3. Briefly introduce to students words and expressions that they don’t know.
counterpart/decision-maker/targeted/buyers/imperative/at regular intervals/prediction/consultant (use
ppt)

4. Role-play
Work in groups of three. Two students act as A and B and the other acts as an interpreter. Either A or B
should speak Chinese.

B Ask students to practice among themselves (15 minutes)

B Pick up two groups to performance in front of the whole class. (20 minutes)

B Compare the performance of the two groups and point out mistakes in their translation. (Or the
teacher may ask for the audience’s opinion)

B Comment on students’ performance in their role-play and analyze some difficult words and
expressions

Task 2 Exhibition center introduction

Requirements
Work in groups, search the internet about famous exhibition centers both ant home and abroad, choose

2—3 of them and introduce them briefly in English. Use pictures or PPT to make the introduction vividly.

Task 3. Introduction to Hong Kong Exhibition and Convention Center

Hong Kong Convention and Exhibition Center
Hong Kong Convention and Exhibition Centre was opened in 1988. The extension in 1997, which over
doubled the size, has today created one of the world's most impressive, efficient and functional meeting
and exhibition venues.

The center was voted one of the ten best architectural structures in Hong Kong in 1999, in a



competition jointly organized by the Radio Television Hong Kong, the Hong Kong Institute of Architects and
the Hong Kong Economic Times

In the year between 1 July 2004 and 30 June 2005, a total of 1,493 events were held at the HKCEC.
There were 1,146 events using major facilities such as exhibition halls, convention halls, theatres, and large
meeting rooms. These events included 97 major exhibitions, of which 75 were recurrent whereas 17 were
new; 54 international conferences or conventions; 140 entertainment events including 44 film shows and
52 concerts; 347 banquets; and 491 corporate events, press conferences, seminars, and others.

With its superb facilities and environment and friendly, professional staff, the Hong Kong Convention
and Exhibition Centre ensures that each event will run smoothly. The centre's design ensures flexibility to
meet every space requirement. Facilities include provisions for video-conferencing, teleconferencing,
satellite links, simultaneous interpretation in up to eight languages, audio-visual equipment, all available
through the centre's full-time event planning and co-ordination staff.

On the night Hong Kong's sovereignty returned to China, the Centre hosted the banquet for more than
4,000 diplomats and government officials plus many other celebratory receptions and parties. More than
22,500 formal meals were prepared and served in eight days.

The Hong Kong Convention and Exhibition Centre expertly hosts special events: concerts, film shows,
live broadcast entertainment, award presentation ceremonies, and pet shows.

The centre has welcomed top local stars Jacky Cheung and Andy Lau, and international celebrities. Gala
film shows have included blockbusters like Mission: Impossible 2, Crouching Tiger, Hidden Dragon, Anna &
the King. We have also hosted the Miss World Beauty Contest.

Work for students:
Ask students what aspects will usually be covered if asked to introduce an exhibition center?

Possible aspects include:

% History

% Location

Y Facilities and services available

% Successful events held

% Awards and honors received

Key points:

Use the introduction as an example to show how we can introduce an exhibition and convention

center.

Give students a basic knowledge of what facilities in addition to exhibition halls are usually available

inside an exhibition and convention center.



Task 4. Assignment

Field work:

Work in groups of up to six

Choose an important exhibition and convention center in China and do a research on that center.

Prepare for a presentation to introduce the center to the whole class. (The presentation should be

facilitated by ppt)

E. Presentation done by students (introduction to an exhibition center in China)

Assignment

Field work:

Work in groups of up to six. Choose an important exhibition and convention center in China and do a

research on that center. Prepare for a presentation to introduce the center to the whole class. (The

presentation should be facilitated by ppt)]
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Do you know anything about the Hong Kong Book Exhibition? Tell your

partner what you know about it.
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Promoting an Exhibition

Warm-up activity (about 10 mins)

Have you ever attended any exhibitions or trade fairs? Share your experiences with your partners.

Task1 A Demonstration of PPT related to Exhibitions (about 20 mins)

Shanghai Expo, 2021 (brief)

China Hi-tech Fair 2003 (detailed)

Purpose: Most students haven’t been to any exhibition, so the demonstration will give them a very vivid
idea about what is an exhibition.

Task 2 Preparation for a presentation about a well-known exhibition

Teacher asks the students to surf the Internet ( to find out an exhibition that they are interested in.
Students are required to take down the following information about an exhibition in notes:
eName of the exhibition

eCategories of exhibits

e Types of Entry

eWhich trade is itin?

eFeatures & advantages

eHistory (past successes)

Task 3. Format to follow (about 15 mins)

Teacher asks the students to think about how they are going to present the information they’ve got from
the Internet. (Group Discussion)

Students present their ideas of how they are going to organize their presentation

Teacher demonstrates to the students a sample of an exhibition introduction including the following items:
eName of the exhibition

eCategories of exhibits

eTypes of Entry

eWhich trade is it in?

eFeatures & advantages

eHistory (past successes)

Task 4. Organize the information (about 25 mins)

Following the sample given by the teacher, students are required to prepare a in-class presentation



including the information they have searched through Internet. Students are required to prepare a PPT.
Introduction to Canton Fair

The China Import and Export Fair, also called The Canton Fair, has been held twice a year in Spring and
Autumn since it was inaugurated in the Spring of 1957. It is sponsored by the Ministry of Commerce of
China and the People’ s Government of Guangdong Province, and organized by China Foreign Trade Centre.
It is also called “Canton Fair” because it is regularly held in every April and October in Guangzhou (or
Canton). It is China’ s largest trade fair of the highest level and of the largest attendance and business
turnover.

Fifty Trading Delegations, composed of thousands of China ’ s best foreign trade corporations
(enterprises) with good credibility and sound financial capabilities, take part in the fair, including foreign
trade companies, factories scientific research institutions, foreign invested enterprises, wholly
foreign-owned enterprises, private enterprises, etc..

At the Opening Ceremony of the Fair on Oct 15 2006, the Premier of the State Council of China, Mr.
Wen Jiabao announced, on behalf of the Chinese government, that the 50-year-old Chinese Export
Commodities Fair (Canton Fair for short) would change its name to China Import and Export Fair as from
the 101st session. This decision and the newly added import function demonstrate the great changes in
China’ s foreign trade policy. The Chinese government will actively expand import and promote a balanced
development of import and export.

The 101st session of The China Import and Export Fair was held simultaneously in Pazhou and Liuhua
in Guangzhou from April 15 to April 30, 2007. The schedule was from April 15 to 20 for Phase I, from April
25 to 30 for Phase Il, with an interval from April 21 to 24. However, what was the most different from the
previous sessions was that the 101st Canton Fair set up an International Pavilion from 15—20 April, 2007 at
the Pazhou Complex, with gross exhibition space of 10,400 sqm.

The setting up of the International Pavilion was welcomed by overseas enterprises. 314 enterprises
from 36 countries and regions participated in the International Pavilion.

The Canton Fair attaches great importance to the quality of enterprises, products and Intellectual
Property Rights protection..Only the most outstanding enterprises and products can be exhibited at the fair.
It sets up a Reception Center for Intellectual Property Rights Protection and Trade Disputes, which is
responsible for handling trade disputes concerning exhibitors and buyers and complaints of IPR
infringements({Z4X), with a view to establishing a fair and just business environment

Canton Fair was a great innovation through which The New China explored ways to expand foreign
trade and open up more to the outside world. Canton Fair has served as the bridge between Chinese

enterprises and the global market .



Task 5. Give the presentation and evaluate (about 20 mins)

Students demonstrate their PPT and make the presentation to the whole class introducing one exhibition.

Tasks after class: (about 5 mins)

Do you know any thing about the Hong Kong Book Exhibition? Surf the Internet () to find useful

information about it and try to introduce it briefly.
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YENL S R You are Mr. Solis. Your company is interested in visiting the IBC 2011
Exhibition. Write a letter of acceptance of 60-80 words to Jenny Green, the
Sales Manager of Core Electronics Co., Ltd to ask for further information
about the event.
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Inviting to an Exhibition

Task 1 Inviting to an Exhibition

Step 1 Reading and Discussion (about 15mins)

1.Read the following passage about inviting guests to an exhibition and then discuss the questions with
your partner.

(1) Before the exhibition, why is it important for an exhibitor to write invitations to their prospects and
customers?

It important for an exhibitor to write invitations to their prospects and customers before the event
because the invitation can give them advance warning that you will be launching some new products and
also give them a reason to visit and buy.

(2) What benefits can pre-exhibition invitations bring to the exhibitor?

Invitations to the exhibition can help to increase exhibition attendance, create more business and also

act as a memory jolt for exhibitors to have an excuse to contact their customers and renew contacts.

Step 2 Listening (about 10mins)

1.Listen to a radio advertisement for IBC 2021 Exhibition. Fill in the fact-file of the event.

Script

1.IBC 2011 Exhibition is recruiting exhibitors now! You are warmly invited to be part of the super event!
2.Each year, over 1,300 companies from around the world exhibit at IBC, exhibiting in around 100,000 square
meters spread around thirteen halls at the RAI. They choose IBC because of its 48,000 attendees from 140
countries around the world, its track record of innovation with developing and driving new exhibitor
opportunities such the Connected World, the 1,000 journalists that visit the show every year, its carefully
tailored networking opportunities, and its location in Amsterdam, at the heart of the European market.
3.Why should you exhibit at IBC2011?

For companies looking to raise their profile, move into new market sectors, develop distribution

channels, generate sales leads or simply network with the best of the industry, IBC is the one place to do it.



4.Why should you visit IBC2011?

For visitors to the show, the exhibition is the perfect place to browse, purchase and discuss the latest
technologies that could have a powerful impact on their business.
5.IBC 2011, the event you can’t miss for your business!
2.Teacher check the answer
Step 3 Reading (about 20mins)
1.Read a letter inviting a potential exhibitor to attend an exhibition. Are the statements below true or false?
(1) IBC specializes in electronic media industry.

(2) IBC is renowned for its ability to organize exhibitions as well as conferences.
(3) IBC is open for the public and professional people as well.
(4) IBC offers training with low charges.
(5)The latest information is available from the official website.
Answer:1. T 2.T 3.F 4.F 5T
2. Teacher explains the letter
Step 4 Role-play Writing (about 20mins)
1. Write letters according to the requirements
O StudentA
v' You are Jenny Green, the Sales Manager of Core Electronics Co., Ltd. You are organizing your
exhibition at IBC2011 to showecase your latest technology in electronic media.
v' Write a formal invitation of 120-140 words to your prospective client, Mr. Solis from Star Technology
Company to visit your stand.
v Include the following points:
* inviting Mr. Solis to the event
» giving information about the time and venue of the event
* introducing your company, your product and your market.
» stating the benefits from the visit for Mr. Solis and his company
* expressing your wishes to establish business relations
Dear Mr. Solis,

We have the pleasure in informing you that our company is putting up a booth at the IBC2011 Exhibition to display
our latest technology in electronics and answer any queries regarding our products. We are delighted to invite you to visit
our booth. The IBC2011 Exhibition is running at RAI Congress Center, Amsterdam from 8-13 September 2011.

Core Electronics Co., Ltd specializes in manufacturing and exporting wireless speakers. Our main markets are in South

America and Western Europe.



At the exhibition, we are introducing you a kind of new technology named Freedom Driver, which is patent innovation
speaker for PC and Ipod. We are sure that this new technology will be of your great interest. As the only manufacturer in
China holding this technology, we wish to set up business relationship with you directly.

A special gift has been reserved for you. Your esteemed presence would be an honour. We are looking forward to
seeing you at the exhibition.

Yours sincerely
Dear Professor Wang,

On behalf of the Ohio State University and the ieee computer society, | would be very pleased to invite you to attend
and chair a session of the forthcoming 2004 international conference on parallel data processing to be held in Bellaire,
Michigan, October 25 to October 28, 2004.

You are an internationally acclaimed scholar and educator. your participation will be among the highlights of the
conference.

We sincerely hope that you could accept our invitation. as you know, this is the 10th anniversary of the conference
and we plan to make it a truly international meeting. we have accepted many papers several foreign ries, including two
China.

If you can come, please let us know as soon as possible, since we have to prepare the final program soon. we are
looking forward to your acceptance.

Sincerely yours,
Peter white
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Dear Alice,
Thank you very much for your invitation. It will be great pleasure for me to join you on friday for the wonderful film. |
will arrive at the cinema before eight. | look forward to meeting you on friday.

Thank you for thinking of me.

yours,

Jane
A IAE I G — RS EL N LT N B il & 20 77 I R s Bl AR5 BAR U] B ok sz 8y
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Dear professor white,

Many thanks for your letter dated 15th august, inviting me to attend and chair a session of the forthcoming 2004
international conference on parallel data processing to be held in bellaire, michigan, october 25 to 28, 2004.

Much to my regret, i shall not be able to honor the invitation because i have been suffering a disease since this
summer. i am firmly advised that it would be unwise to undertake any distant and long travel in the near future.

| feel very sad to miss the opportunity of meeting you and many others in the field of computer science. i wish the
conference a complete success.
faithfully yours,

Step 5 Conclusions (about 10mins)
1. Discuss:
How to write an invitation letter
State the occasion, activity or event and the name of the host/hostess (organizer).
Make clear who is invited.

Specify the date, time, address and any other necessary information.

0O 0 0 o

Express your hope that your invitation will be accepted.
O Express that you are looking forward to seeing the person.
2. Teacher and students conclude the useful expressions for formal written invitations.
® Inviting
e We should be delighted if you could attend...
e We should be very pleased if you could...
* You are cordially invited to...
e ..has/have the pleasure in inviting...to...
® Asking for replying
e Please confirm your participation at your earliest convenience.
* Please let me know as soon as possible if you can come.
® Thanking
e Thank you (very much) for your (kind) invitation to...
e | was delighted to receive your invitation to...
® Accepting
e We would be very pleased to...
e \We should be delighted to...
® Declining

e Unfortunately, due to... we are unable to...



Supplementary material

Basic Information

To invite attendees to present at a meeting is very important; in some degree, it decideds the success of
the meeting.

HWEROT, BOF G SR BIPAEE . S EMEE 3 MET . BB RAE BRI, A3
5K (Letter of Invitation). 24 (documentation). <= iE %1 (Meeting Notice) %5; 5 1f#
FH - A B 3 7 S T 2

S POBTE R N A

SWHAFRFEB (Name & Theme);

2 H #HADHE 55 (Date, Time & Location);

2 A R 2H 235 B (Related Organization), #1: 3 7pHA7(Organizer). 7K IpHA7(Host). BhapHAr
(Co-Organizer). #:Bl#if7 (Sponsor). S5 EHLf7 (Supporter)2s .

R S HAR T Bl 22 HE(Agenda & Other Activities);

% ) ¢ A+ 757 2 (Fee & Terms of Payment);

213 [B] 34, (Return Receipt of Meeting Participation).

Review and Homework (about 5mins)

Write a letter according to the following requirements:
v You are Mr. Solis. Your company is interested in visiting the IBC 2011 Exhibition.
v/ Write a letter of acceptance of 60-80 words to Jenny Green, the Sales Manager of Core Electronics Co., Ltd to ask
for further information about the event.
v Include the following points:
e thanking Ms. Green for her invitation
e expressing interest in visiting the event
* asking for further details about the fair
e asking for the travel arrangements
e asking for the application form
Dear Ms. Green,
Thank you very much for your kind invitation to visit your stand at the IBC2011 Exhibition. We are delighted to attend
the event to know more about your new technology and products.
As this will be the first time that we have visited IBC Exhibition, we would be grateful if you could give further
information about the event. Moreover, would you please tell us the travel arrangements and send us the application
form?

We look forward to seeing you at the exhibition.



Yours sincerely

Carlos Solis

Purchasing Manager
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Task 1 Group discussion

Enquiring about an Exhibition

(about 20 mins)




1. What information might exhibitors and buyer like to know before deciding to attend an exhibition?

2. By what ways can exhibitors and buyers enquire about an exhibition?

Step 1 Ask the students to discuss in groups

Step 2. Choose some students to present their opinion.

Step 3. Teacher\s list

Reference:

1. Itis important for an exhibitor to write invitations to their prospects and customers before the event
because the invitation can give them advance warning that you will be launching some new products
and also give them a reason to visit and buy.

2. Exhibitors and buyers can send an enquiry letter write an email, send an enquiry to the online service
or call the organizer to get information about an exhibition.

Task 2 Listing practice (about 25 mins)

Listen to a potential exhibitor calling the Organizing Committee of Guangzhou Fair to enquire about
application for the invitation. Fill in the blanks with the information you have heard.

Task 3 Dialogue about exhibition enquiry (about 20 mins)

John Smith (J), an exhibitor is calling Miss Zhou (Z), an assistant of an exhibition center to tell her his flight
details and ask her to reserve a hotel room for him.

J:  Hello, could | speak to Miss Zhou ?

Z: Yes, Mary Zhou speaking. What can | do for you ?

J: Thisis John Smith from ABC Company. | have booked a ticket to Guangzhou.

Z: That’s great! When will you be arriving ?

J: I’ marriving at 4:40 p.m. tomorrow on flight QF1230.

Z: Do you need to be picked up at the airport ?

J: No, | will go either by shuttle or by taxi. By the way, is it easy for me to reserve a room when | get
there ?

Z: Yes, but it would be better to make a room reservation ahead of time. Would you like me to make a
room reservation for you ?

J:  Yes, that would be better. Can you recommend a hotel ?

Z:  Well, Mr. Smith, Guangzhou has a lot of excellent hotels. Let me see.

J: Our colleagues recommend three hotels—the Shangri-la Hotel, the White Swan Hotel and the Garden
Hotel.

Z: Well, it depends on what’ s important to you. All three have excellent business facilities. The Shangri-la

Hotel is in a very quiet area and still quite close to the convention center. It has very good sporting facilities,



tennis and so on. The White Swan Hotel is near the Pearl River, but it” s very difficult to get a room because
they often hold large conferences there. The restaurants have an excellent reputation. The Garden Hotel is
good for relaxing. They can arrange leisure events and so on.

J: Which one would you choose ?

Z: 1 think I'd choose Shangri-la Hotel, because of the location and the surroundings.

J: I will follow your advice. Thanks very much for you help.

Z: No problem. Please give me a phone call when you arrive here and | will tell you where to get a taxi or
shuttle bus to the hotel.

J:  Thank you for your help. Good-bye.

Z: Don’ tmention it, Mr. Smith. Good-bye.

Task 4 Role-play: speaking (about 25 mins)

Student A

You are an employee from a company intending to exhibit at a trade fair. Call the organizing committee of
the fair to ask for information about the time, duration, venue, attendance, focus, application, etc.

Student B

You are working at a trade fair organizing company. Answer the call from one of your potential exhibitors
and handle the enquiry.

Requirements:

Two students in a group act as A and B respectively, prepare a dialogue about exhibition enquiry and

perform it to the class.
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Booth Sales and Application

Expected Outcomes

1. Ability to apply a range of theories and concepts to diverse areas of study
2. Improved verbal & written skills
3. To gain ideas about booth sales and application
4. Increased understanding of how to choose a booth
Il Contents

1. Filling in an application form
2. Design and complete an application form
3. Booth enquiry
4. Types of booths and booth design
5. Choosing a booth
6. Principles in setting up booths
Il Materials and/or equipment needed
1. Reference materials prepared by the teacher
2. Overhead projector
3. Computer

Task 1 Reading and Discussion (about 20 mins)

Ways of finding out a show

Discussion among students:

Question: Through what ways can a business find out suitable trade shows to attend?

(Channels of advertising an exhibition covered before can serve as a reminder here)

Show students of the ways of finding out a show with key points in the PPT and ask students to organize
the key points into a short oral introduction of about 3 minutes.

Suggested version of the oral introduction:

There are a lot of ways for a business to find out about trade shows. The business can contact the
association it belongs to. It would know about upcoming trade shows. The business can contact the local

large meeting facilities to find out what sort of trade shows are coming and when. A business can get a hold



of known trade show organizers and ask to be put on a fax or mail list. It’s also wise to subscribe to and
read industry and trade magazines and newsletters. They will always list all the events going on in the field.

Task 2. A brief introduction to a booth (about 25 mins)

Factors to be considered when booking a booth
(This part can also be done in detail under the theme “ designing a booth” in later parts of the course)

Task 3 Application Form- Filling out and designing (about 25 mins)

Step 1 Show Students samples of application forms
Application form with booth design
Application (overseas)
Booth Reservation Form 2007
Step 2 Activity-----filling in an application form
Students are required to fill out the application, supposing the company they work for intends to book
a booth at a show.
Ask students what problem do they have with filling out the application form?
Explain to students:
*What is a shell booth?
*What is raw space?
*What is corner charge?
*A deposit/application fee is usually required with the application.
*penisular and island booth by using “exhibitor’s manual” pdf file
Step 3. Introduce to students the elements usually included in an exhibition form.
Company Information
Product Category
Options of Participation
Participation Fee and Payment Method
Company Stamp and Signature
Step4 Introduce to students what the following terms mean
standard booth  RifEREAL
premium booth #FJE G
raw space & Wi A
shell booth #R#AE/E &
Step 5 Link to the following website and demonstrate to students what is a premium booth (in

distinction to a standard booth)



Show students a sample of format of participation:

Standard Booth

Booth/Space Area JE& K/ 9Sq.m. 3m(W)x3m(D)x2.5m(H)

Participation Fee ZJ&£%%  HK$25,821,US$3,330

Facilities Provided it 0.4

fascia ] 44 1

carpet HiFE

3 side wall partitions, 2.5m ht. in white colour 3 [fi] 2.5 2K /& H & ik
6m wooden display shelves (0.3mD) 6 KAKZEH (0.3 KK

3m lockable cabinets (0.75mH) 3 K4i#E (0.75 K &)

3 long armed spotlights 3 37 K& AT

3 sockets (800w) 3 > 800 FL i

1 square meeting table, 3 black leather chairs 1 5K 215, 3 7K 2 & #4

Step 6 Note the difference between the following:

Custom-built stands on raw space

Exhibitors taking up Raw Space may appoint either the official stand contractor or their own contractor

to design and construct their exhibition stands, the design of which must be submitted to the organizer

for approval.

Shell-booths (including standard and premium booths) are provided by the organizer’s official

contractor and are of a standard design.

Task 3 Procedure of Applying for An Exhibition (about 20 mins)

Stepl. Go over the flow chart with students.

Go over the checklist of important dates with students.

Ask students to find out equivalents of terms mentioned in the Chinese flow chart:

JEAIE4 deposit
JEALHINTS confirmation letter
JRAL 3R balance
ZER T M exhibitor’s manual

159 invitation card
i  move-in
BE  move-out



4 deposit
(Or ask students to translate the flow chart before the “#i £ ##]” into English)
Step 2. Learn a dialogue about booth booking.
R: Reservation Clerk Fiii] #HR i C: Client &7
R: Good morning. New China International Exhibition Center. Can | help you??
C: Yes, Please. I'm with Yinghui in the China. I'd like to register for the 21st China International Fishing
Tackle Trade Exhibition.
R: May | have your name, Sir?
C: I’'m Tony Lee.
R: Let me check, Mr. Brown...Thank you for waiting. Fortunately, there are still some booths available. If you
send us your registration form and registration fees within two weeks, it is still possible for you to get one
booth..
C: Mat | register for it now on the phone?
R: Sure. Which credit card would you like to use?
C: Unionpay.
R: Fine. I'd be glad to help you sign up on the phone. Perhaps you can answer me some questions to start
with?
C: Sure.
R: May | know your phone number, email and your company’s name?
C: My phone number is 13709205390; my email is pensonlee@yahoo.com.cn; my company’s full name is
Fujian Dongshan Yinghui Fish Net Limited Company.
R: Mr. Tony Lee at 13709205390 from Fujian Dongshan Yinghui Fish Net Limited Company; and your email is
pensonlee@yahoo.com.cn. Is that right?
C: Yes!
R: Are you looking for a standard package booth or non-standard package booth?
C: What is the charge for each?
R: The nine-square meter-booth costs at least 23,000 yuan RMB per unit while the six-square meter-booth
is at least 17,000 per unit. Which one would you prefer?
C: One nine-square meter-booth, please.
R: Where do you wish your booth to be located?
C: Can I reserve a space in the center?
R: Sorry but all center booths are booked up. We have only corner booths left.

C: Oh, that’s fine. I'll take a corner booth.



R: There is a corner stand to the right of the entrance. Will that be all right?

C: Okay, I'll take it.

R: Thank you, Mr. Brown. You have reserved one nine-square meter corner both to the right of the entrance.
The booth number is A-092. May | have your credit card number?

C: The number is 8453-1940-0327, expiration date 12/31/2021.

R: Thanks. I'll send you a letter to confirm your reservation soon. Anything else we can do for you?

C: No, thank you very much. Goodbye!

R: Thanks for calling. Goodbye!

Task 4. Assignment (about 5mins)

Design an (e-version) application form for the Hong Kong Book Fair
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Booth reservation form

Task 1 Show students the task—design an booth reservation form. (about 15 mins)

Requirements:

1. Search the internet for the samples of booth reservation form, pay attention to the contents of it.

2. Design your own booth reservation form for “Hong Kong Book Show”.

3. The product catalog include: books and publication, children\s visual learning material, education
software and office supplier.

Task 2 Students design a booth reservation form according to the requirements of teacher.

(about 45 mins)

Task 3. Students show their form and teacher evaluate, offer some basic knowledge and samples of

booth reservation form. (about 25 mins)

1.Contents of a booth reservation form:

(1) Company\s information

(2) Product.

(3) Participation fee.

(4) Payment terms.

(5) Booth types required.

(6) Company\s stamp and signature.

3. Sample of booth reservation form.
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Exhibition Manuals
This is a unit focusing on case study, design and translation activity
Estimated time: 90 min. in 2 periods
Expected Outcomes
1. Ability to apply a range of theories & concepts to diverse areas of study
2. Improved verbal & written skills
3. To gain ideas about exhibitor’s manual
4. Better understanding of different types of order forms
Contents
1. Purposes for an exhibition manual
2. Major content of an exhibition manual
® |etter to the exhibitors
® flow chart for exhibition procedure
® notices
([ J

order forms




® exhibition time table
3.  Order forms
® what is order form?
® major types of order forms
Materials and/or equipment needed
4. Reference materials prepared by the teacher
5. Overhead projector
6. Computer

Task 1 Study a sample (about 20 mins)

Demonstrate students an exhibitor’s manual
(Chinese and English versions respectively)

Task 2 Introduce to students that exhibitor’s manual should include (about 25 mins)

Table of contents

Checklist

What's included in a basic booth space

All service order forms and general service contractor information
Show hours and complete schedule

Move-in and move-out information

Floor plan and preliminary exhibitor list

Show rules and regulations

Housing and registration forms

Tip sheets, including display design and booth staffing
Lead system information and follow-up tips
Sponsorship and advertising information

Promotional plans

Press information

Awards information

Resource list

Direct students’ attention to:

® A letter to the exhibitors from the organizer

® Order forms

® Flowchart of attending an exhibition

Task 3 Translate a manual (about 15 mins)




Exhibitors' Manual (part of a sample)

1. Move-in & Move-out Schedule

1.1. Exhibitors’ Access

To allow preparation work for exhibitors during the exposition period, the exhibition halls will be opened
for exhibitors at 8:00 am on 29 November and 8:30 am on the other days. All exhibitors are requested to
get prepared and stand by at their booths by 9:00 am.

Exhibitors are reminded to wear exhibitors’ badges when entering the exhibition hall. No exhibitors under
18 will be admitted.

1.2. Over-time Penalty Claimed by HKCEC

Exhibitors and/or their appointed contractors shall follow the move-in/out schedule. If the exhibitors or
their appointed contractors work after 2400hrs on 27-28 November and 1 December 2006, they shall pay
to the Organiser the over-time penalty claimed by HKCEC against the Organiser. The rate of the over-time
penalty for individual hall is listed on P.80 section 4.4.

2. Services for Exhibitors

2.1. Official Freight Forwarder

Hansen Exhibition Forwarding Ltd. is the Official Freight Forwarder and Customs Broker for Innovation &
Design Expo 2006 and can provide a comprehensive range of services including : customs clearance,
insurance and transportation.

The agreed shipping arrangements between the Official Freight Forwarder and the individual exhibitor
will ensure that exhibits and all related articles arrive at the

Exhibition Centre well in advance of the exposition date to provide for customs clearance, transportation
and unpacking procedures.

Task 4 Order forms (about 15 mins)

Explain to students what is order form

Demonstrate students with order forms of different types

® Order Forms For Standard / Boutique Booths Exhibitors
® Order Forms for Additional Facilities and Services

® Order Forms For Raw Space Exhibitors

® Order Forms For Advertising & Promotion Opportunities
® Order Forms For Others

Task 5 Exhibitor’s tool kit (about 10 mins)

Explain to students what is exhibitor’s tool kit

The following supplies are good to have in your ‘tool kit’ for your exhibit booth. Having your own supplies is



cheaper than having to buy them on-site.

Office supplies
Pens/ pencils
Staplers/staples
Paper clips
Post-it notes

Calculator

Clipboards
Business tools
Lead cards
Order forms
Price lists

Press releases

Business cards

Personal/ travel supplies

Airline tickets

Fir-aid kit

Pain relievers

Task 6. Assignment

Company letterhead

Pre-paid phone card

Staff list and booth schedule

Hotel and car rental information

Design or translate an exhibitor’s manual.

B sLIlie K H

(about 5 mins)

W R 2> R BT e S UM TS|
LA Making Exhibition PR | EREHSR5
Arrangements
SEYIIH ALY P2 VR Mg c241
— 2021 [®br2eHt | . -_—
PRI, S5 10 3 PR H EAin) 2
1. 2R
SIHE & 2 DR
3. MLk iEERE
szl H br 1. 24 T R A TIUE 1) 2 B SRR FE .




RENS IEAIASE R AL HUE K
BEMGARYE R 5K brf i, Bt R HUE K

Sl Py 2

JEALTIE
JEALTIE R IIHS
JEALTIUE R A BT

I B

FINESS: RALHUE RIS MBI .

. fE TR .

(1) B M2 B R AL RFEA, I H 58 RN FUE R HIHS .
(2) WitfeAi e,

3. SKhtETHRI: FAEEBITRS T, sepatdl

4. ARSI BTG 2AERORIE IS T R0, AR e 2 R R
RETE FIEARANIR . RRALTIUE R NI E Tk,

5. fES5H % FBUMAMEAL SN AT 70 PO

N PN R wN

ISP IDEEPSELE S

SKUNE AR | 2. BAHUERKIRG MBS

3. BB\ L. WMERES G 7

ARG, A AL HUE AR 1 AR B AR, [F]
SKYNRCR I, BE 7R TUE RN EZENE HEMB, SR,

AR BIAERE /I G 2] TR, WS 7B R

L] R

5 AT

BInikit




2REK | SREEE
HIRAR Unit 4. Receiving Clients
;Z@E Unit 4 ig Receiving Clients i 4
PN LU T
2|2 EPES
N T 9al
%
4. 5% PRSI R R
1. e AN 5 % P TV
|2 s RS 2 SRR S
Ae
G | 3 PRI KR
5 4. REBEA R TN S — B
=2 5. AEBSIEE% P ALK .
E HIER | 1 EIRE B AL OGS
T BB | o sr g pomsmm T
1. 53Rk B DA AR 7R
E i
g | 2 PRI TR
3. EL& BHLRAS b BT 5 o S I
1. % POVEETS,
B
B | 2 B
3. M. ARiE. AR,
e
WaerE | 1. A UAROX SR RS AR T AR, #Erh, E M e A S .
MR | o, A RN, SRR KRIISEAE, I, BN ST .
ﬁig 3 VAN AR, %A R R 2 S R U
; 1. BB
| REL SEPECULE, MHAD JPREENEE T
% 2. [E[FEZE G
W | BRI i v b7 % 0 5
%
%I# S Al -t i pava z 2L oA B,
! VAT ZUAECE. BOIECE. WHbECE
- %wfﬁif{j 50%
A NH R RV 25%
NAEHTFE 25%
B | e oS

i H




FRIL

2021 K FEFRABF SR 5 1 | #iS | 2-415 T | BRIk EE
PE HoowE Bk
2021 K HFr& 5 5% 5 2 C241

PE

FEREM

. % A % A 2W A o

H ®iR 2
2. % A H #® A AW T

i $

ot f

L

RIS 0 sk Bk

BERAE

1 &R ALK
2. TSR % R TS —EIR
3. F/UERE AL, AR

T

AT RIS, AERR A TEOVRNRVGR, WIE 1% 5ps
RIUREAIALA . AT AT HIAE S TAE . SEEHINE 7 F& R UL I 45 % 7 B F
BUFIHIEE—EI G

HE AR

1. FRHx:
(1) TS P AR I AR
(2) T A% PR IR AALA
AE 71 H bp:
(1) BEWBIIA 5 B A I BEAN L AR
(2) BEBL B N RIS R,
(3) AEMSAT A B A i RE P I R H A
. RFH bR
(D REBESNGEERR, SR, BRENGIERR.
(2) BA& LN TS,
(3) A#%5 NHHEIIEES . 555,

N

w

HR. BA

TP AR TR
BB ZEAR,
WATZa % B R R AR —EN G

YRS

HOMIIHES . HER R T2 7 A A AR

RS L MRERIT, TR AR BT,
R & e Mk vk}

2 LN

BwoN P wN e

TS FR

URELPERZ: FUMA 2% PR AR AL IS At R R
SKEGEE: MEOPE.

Z AR

ESE e

e

HESR

1. GIAES:

EAANA, AL N AR S, SRR . B
Ui BN o

2. HlERI:

NS T, W R Gt

3. SEiTHRI:

A I RAT RN

4. AR5t

FOMRRYE 7 A S OUEAT SOPF, FRANARAR MR CR P i i . B55%
RESDN

5. WEES:

SERCRIG 45T 1. 2.




Recall your working experience at the exhibitions. Have you ever made the
non-verbal mistakes listed in the article? Discuss with your partner how you can

avoid making those mistakes.
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Booth Reception
Warm up
Share with your partner your experience of receiving clients at a fair or in an office. You may cover the
following aspects.
1. How do you greet customers?
2. When you meet a regular customer, what do you talk about besides the business?
3. What efforts do you make to establish and maintain a sound relationship with your customer?
4. How do you usually entertain your customer?

Task 1. Does and Don’ts at booths  (manner and body language)

Requirements:

Divide students into six groups, ask them to read articles on P117, P122-123, P125-126, and P127-128
respectively and act out the key points of each article. (40 minutes)

(My class last week didn’t cover this part, so | put it here. | asked them to read articles after class. If you
have covered this part, skip it.)

Task 2. Conversations at the booth (oral language)

Requirements:

Ask students to get information of one product and be ready for dialogue practice next class.

(Product name, product features, minimum quantity requirement, factory location, sales

office/representative office etc)

[Students may look for information through TDC website (“www. tdctrade.com” — “sourcing”)]

Step 1.
Ask students to turn to page 119, 120 and listen to the dialogues. (5 minutes)
Step 2
Ask students that according to the two dialogues, what aspects are usually included in this kind of initial
contact between visitors and exhibitors. (Students are free to give their answers. This activity aims to warm
students up with situational dialogues).
Step 3
Brief students on possible steps involved in conversations at the booth (with ppt): Giving information
about products, Demonstration about products and Price negotiations.
Use handouts containing three other dialogues of Giving Information about Products, Demonstration
about Products and Price Negotiations.

Step 4



Highlight some of the important expressions.

Step 5

Ask students to work in pairs and use the information they’'ve got to design a dialogue between an
exhibitor and a visitor. The dialogue should have more than 8 rounds.

Task 3. Speaking

Recall your working experience at the exhibitions. Have you ever made the non-verbal mistakes listed in
the article? Discuss with your partner how you can avoid making those mistakes.

Task 4.Reading

Read the following passage and discuss the questions with your partners.
(1) Why can entertainment make one tradeshow exhibit memorable?
(2) How will we choose entertainments in organizing activities for an exhibition?
Assignment
Ask students to work in pairs and use the information they’'ve got to design a dialogue between an
exhibitor and a visitor. The dialogue should have more than 8 rounds.
Assignment this week
Ask students to list useful words and expressions for conversations at booth. (Initial contact between
visitors and exhibitors, production/company introduction, price negotiation)
Ask students to do a research after class either through Internet or library to look for tips for visiting an

exhibition/for visitors (before the show, at the show and after the show).
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Task | Speaking

Socializing with Clients

Discuss the following in a small group.

(1)When will you have to socialize with business associates?

Before getting down to business; during a dinner; in the evening over drinks; travelling together to the
factory etc.
(2)Recall your working experience at the exhibitions. Have you ever made the non-verbal mistakes listed in
the article? Discuss with your partner how you can avoid making those mistakes.
(3)Is it Ok to talk business over a meal or drinks in China? What do Chinese people usually talk over meals?

Yes. Chinese businesspeople don’t mind talking business over a meal. Actually, they often close a deal

at a dinner table.

Task Il Role-play

Student A

O You are the assistant manager of a software export company in Shenzhen. Now you are discussing

with Mr. Gray, a businessman from who'’s here to visit your company.

O discuss the arrangement for his three-day stay with him

O draw up a schedule for him

O cover the points in the table

Student B




Useful words in this part
entertain v. £, K
agendan. HFEZHE
cuisinen. £

stroll n. HiP

protruding adj. ), ZEHK)
arcaden. HLJEL

sidewalk n. AfT1&
corridor n. 7EJE
sub-tropical adj. .35 1]
scorching adj. F 4 1
architecture n. &)
transparent adj. % W]
dynamic adj. 7e3#5iE 11

Practical Training Project

Mr. White is the general manager of the New Times Electronics Trading Company in Sydney. You are a sales
manager of Guangdong Hongyuan company, which specializes in manufacturing cell phones. You and Mr.
White meet for the first time at this fair

Task after class

Devise a conversation which takes place at dinner.
* You recommend to him some famous Cantonese dishes
* You get to know more about his company
*You are both more optimistic about the possibility of business
* Mr. Brown will stay in Guangzhou for 2 more days for sightseeing after the fair

* You recommend some scenic spots, which greatly arouse his interest
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Pair work:

Have you ever presented any products to a visitor at an exhibition? Discuss with

your partner the most difficult part of presenting products to customers.
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Receiving customers

After learning this unit, you will be able to

® inquire about the products and services
® make professional introduction to the products and companies
® attract customers with effective product presentation
® communicate effectively with the suppliers or buyers
Warm-up
1. Vocabulary

Match the words with their definitions.

(1) version a. a manner or style of speaking, instructing, or putting oneself forward
(2) lever b. a short booklet; a pamphlet or leaflet

(3) warranty c. a room used for the display of goods or merchandise

(4) pitch d. a particular variant of something

(5) brochure e. a detailed description of requirements, materials, etc.

(6) presentation f. a handle used to operate something, as a piece of machinery
(7) showroom g. a written guarantee give to a purchaser that the manufacture, dealer, etc., will make
repairs or replace defective parts free of charge for a stated period of time
(8) specifications h. a sales talk, often one in which the salesperson tries to convince the buyer of the
need for his or her product

(1)d  (2)f B)g (@)h (5b  (6)a (7) c (8)e
2. Pair work

Have you ever presented any product to a visitor at an exhibition? Discuss with your partner the

most difficult part of presenting products to customers.

Task Listening

Are the statements below are true or false?

(1) Sweet voice is the mobile phone’s brand name.

(2) If you want to connect to the Internet, you need to buy a WAP browser.
(3) The selling point of this model is a 100-name internal phone book.

(4) You have to log on the website to get detailed specifications.

(5) The manufacturer sets the launch day on January 1st to celebrate the new year.



(6) You’ll have to go a registered retail outlet to get yourself a new Sweet voice 2003 mobile phone.

(1F (2 F (3)F (4)F

Script

(5)F (6)F

1. Thank you for giving me the opportunity to present you the latest model of our mobile phone -

Sweetvoice 2003. | intend to briefly run through the 3 P's for the new model - the product, the place

and the price. Please feel free to interrupt me wherever you've got a question.

2. To start with, I'll focus on the features of this new model. If you look at the screen behind me

showing a picture of Sweetvoice 2003 and the animation of its functions, you'll see that it is small

enough to fit right into the palm of your hand. It has a decent weight and an internal antenna. The

phone includes a WAP browser so you can connect to the Internet, as well as SIM based information

services. There is a 100-

SIM card, and there is a
this model.

Task Il Reading

name internal phone book in addition to those that you can store on the

space for up to 12 voice dialing slots, which serves as the selling point of

Are the following statements are true or false?

(1) As a salesperson, when a customer walks into your office, you may immediately present the product

you are most proud of.

(2) There’s no need to first introduce yourself to your customer before presenting your products

(3) As a salesperson, you shall never talk about non-business subjects

(4) A successful salesperson evaluates his customers because he enjoys doing so.

(5) The greatest presenter of products in the world can sell whatever products he presents to his customer

without first figuring out what the customer needs.

(F ()F (3)F

Useful words needed

on account of LA

superior adj. LRI, AR
detailed adj. VEAK
garment n. Al

Sarin. ¥SUN (B RES
tassel n. Y7y, F#

cravatn. 4

fabricn. 2%, 244

find a ready market 4941R #iF

(4)F (5)F



Practical Training Project

Product Presentation
You represent Shenzhou Computer Corporation based in Shenzhen, and you have handled export of

the computers for many year. Knowing that your company has been in this line of business for many years,
a businessman from Canada comes to see if it is possible to enter into business relations with you. You
should present your products to him in details and provide him with the catalogues. The following are some
of the aspects you may cover when doing your presentation.

O the selling points of your products

O the sales of your products both at home and abroad

O the warranty on your product

O the after-sales services
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Learning to Present Effectively

Task | Listening

Listen to the dialogue and fill in the blanks with the information you hear.
Mr. Wang, an assistant of FanXiang Silk Co., Ltd., is receiving a foreign businessman, Mr. Black. They
are talking about the quality of the products.

W: Good morning, sir. Welcome to our display area. Would vyou like to 1)

?

B: Yes, We popular C 2

(3)

please. understand that Chinese silk is very

Could you give me

your products?

W: Yes. Let me tell you about our products. We have a variety of Chinese Silk here. It is divided into
different sections: silk garments, silk decoration items, silk fashion accessories including silk pajamas, silk
scarves, silk sarees, silk tassels, silk cravats, etc. What about having a look at our samples?

B: | am dazzled by so many kinds of silk fabric products.

W: Which item do you think (4) ?

B: I’'m thinking about the tie series.
W: That is a good idea! They are soft to touch and are 100% pure silk. These products have been sold in a
number of areas abroad. They are very popular with the consumers.

B: Lovely. The quality and variety of your products are very attractive indeed. ( 5 )

?

Task Il Reading

Are the following statements are true or false?
(2) If you speak eloquently and use visual aids effectively in your sales pitch, you can surely close a deal.

(2) The problem with using a canned presentation is that the whole presentation centers on you instead of



your customer.
(3) If your product is amazing, your customer will buy it
(4) The problems your customers face have nothing to do with you.
(5) If you're selling software or manufacturing components, there’s no possibility that your sales pitch
may sound exciting and emotive.
(UF (2)T (3)F (4)F (5)F

Product Presentation

You represent Shenzhou Computer Corporation based in Shenzhen, and you have handled export of
the computers for many year. Knowing that your company has been in this line of business for many years,
a businessman from Canada comes to see if it is possible to enter into business relations with you. You
should present your products to him in details and provide him with the catalogues. The following are some
of the aspects you may cover when doing your presentation.

O the selling points of your products
O the sales of your products both at home and abroad
O the warranty on your product
O the after-sales services
Useful words needed
relateto 5. HRR, HFEE
demonstrate v. K
long-winded adj. JUK Z KK
modulation n. AR
monotone n. JoAZ I
showmanship n. 51 RKZEERRERT
boardroom n. HHEESWE
animated adj. 5EKIT
wow v. .. IFREE
resonate with .. /=AE 2L
recapv. JEEER, MEFE
concise adj. i
prospect n. IE{ER

differentiate v. X7

genericadj. A2

appealto  Xf.. B S



approach n. J5iZ

be adapted to Hgw{HiE &
logo A A bR

slide ZJXT A

flipchart n. 554K

prospective adj. TRIAMK], LR

preliminary adj. #LEH]
verbalize v. (¥R IE
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