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General Introduction | 1.Introducing the Course | 2
1.General L
. to The course and and Exhibition Industry
Introduction

Exhibition Industry 2. Introducing an




Exhibition

2.Services
before an
Exhibition

1. Promoting an
Exhibition

1.Inviting to an
Exhibition

2.Enquiring about an
Exhibition

3.Choosing an Exhibition

2.Making Exhibiting

Arrangements

1.Booking a Stand
2.Arranging Shipping
3.Handling Insurance
4.Making Travel

Arrangements

3.Moving in an
Exhibition

1.Building the Booth
2.Decorating the Booth
3.Training Booth Staff.

3.Services at an
Exhibition

4.Receiving Clients

1.Receiving Customers at
a Booth

2.Socializing with Clients
3.Going Sightseeing with
Clients

5.Presenting Products

1.Presenting Products
2.Talking with Visiting
Clients about 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

7.Signing a Contract

1.Drawing up a Contract
2.Amending a Contract

3.Signing a Contract

4.Services after

an Exhibition

8.Following up

Business

1.Learning Exhibition
Follow-up Strategy
2.Planning After-show
Marketing Activities
3.Following up Sales
Orders&Prospects




1.Measuring the Success | 2
of an Exhibition

9.Analyzing 2.Reporting Exhibition
Exhibition Results Results
3.Writing Reports on
Exhibition Results
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SEEE—. Job Interviews
(—) Aims : 1. Get the students to know how to prepare for an interview and how to

answer questions about personal details and work experience
(=) Contents: Practice the different roles in different activities

SEEE . On the Phone
(—) Aims get the students know how to answer the phone
(=) Contents: 1. Practice answer the phone
2. Practice connect a caller

SE =, book an airline ticket
(—) Aims : Get the students to know how to book an airline ticket.
(=) Contents: 1. enquire about flights
2.learn about conversations taken place for book an airline ticket.
SEEPU. book a hotel room
(—) Aims : Get the students to know how to book a hotel room.
(=) Contents: 1. enquire about hotel rooms
2.learn about conversations taken place for book a hotel room.

SEEE FL. check in at the airport
(—) Aims : Get the students to know how to check in at the airport.
Contents: learn to know how to answer or ask questions at the check in desk at the
airport.

SEEE 7S go through the customs
(—) Aims : Get the students to know how to go through customs.
Contents: learn to know how to answer or ask questions for going through customs..

SEEk . receive visitors at the airport

(—) Aims : Get the students to know how to use receive people at the airport.
Contents: to learn about how to make small talks with people at the airport; to know the
related etiquette required for receiving people at the airport.

SEEEJ\. Receiving Visitors
(—) Aims : Get the students to know how to understand the procedures involved when
receiving business visitors
(=) Contents: Practise how to receive business visitors who have an appointment

And how to meet visitors at the airport

S /L. Business Dinner




(—) Aims : Get the students to know how to understand and use basic dinner-related
vocabulary
(=) Contents: Practise the ways of inviting business associates to dinner and order food

S+, Company Presentations
(— ) Aims : Get the students to know how to identify the structure of a company
presentation
(=) Contents: Practise talk about a company profile and give a brief self-introduction

SEE+—. Product Presentations
(— ) Aims : Get the students to know how to identify the structure of a product

presentation
(=) Contents: Practice the ways of describe a product and ask for information about a
product.

SE#+ . Factory Tour
(—) Aims : Get the students to know how to have a guided plant tour.
(=) Contents: to practice the sentences on how to introduce the related information of
the factory to the visitors.

SEEE T =, Make enquiries
(—) Aims : Get the students to know how to make enquiries

() Contents: to practice the sentences on how to introduce the products and how to

negotiate on the related conditions when doing business.

SEEE1PU . Negotiating prices
(—) Aims : Get the students to know how to negotiation prices with others in business.

(=) Contents: to learn the sentences related in price negotiations.

SEEE T L. Terms of payment
(—) Aims : Get the students to know how to negotiate on the terms of payment.

(=) Contents: to practice the sentences on how to introduce the terms of payment to

others and how to negotiate on this topic.

SCE TN Delivery
(—) Aims : Get the students to know how to talk about delivery.

() Contents: to practice the sentences on how to introduce ways of delivery and how

to negotiate on the time of delivery.

SEEE . Place an order
(—) Aims : Get the students to know how to place an order.

(=) Contents: to practice the sentences on how to place an order.



Sz =)\, Trade fair
(—) Aims : Get the students to know how to have a trade fair

(=) Contents: to practice the sentences on how to introduce the products and how to

negotiate on the related conditions when doing business.
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