Event Organising
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Learning context

Discovering your needs

1. Students may mention different ways. Some students might simply say, “I will make a
survey to find out about the preferences of my colleagues, for example, asking each colleague about
their preferences.” Teachers can encourage them to brainstorm other ways. Some students may say,
“To save time, I can interview a group of people instead of asking everyone.” Teachers can inspire
them with some encouraging remarks, like “well done”, and continue to ask, “Is there a way that

you can get your colleagues’ opinions without letting other people know who they are?”

Teacher feedback: Well, in order to find out about the preferences of your colleagues, you
need to think from different perspectives. Some of you said that you could ask each member to get
their opinions. That’s a good idea. Some of you mentioned investigating a group of people. It is an
efficient way as well if the group is representative. And you can get true information if you protect
the privacy of participants when doing an investigation. In this unit, we are going to learn different

ways to find out about the preferences of participants before an event.

2. Students may easily offer some information according to their knowledge. They may say, “I
think that an event plan needs to include at least three basic elements: date, venue and participants
of the event.” Teachers can encourage them to think about what factors a successful event should
involve. They may answer, “I believe the organiser is the key to a successful event and therefore it

should be included in the event plan.”

Teacher feedback: An event plan needs to include all the factors that guarantee a successful
event. Apart from date, venue, participants and organiser, you need the answers to these questions
too: What is the objective of the event? How much will the event cost? Do I have to describe
briefly the event to attract more participants? In this unit, we will learn what information should be

included in an event plan and write our own event plan.
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Story

WAL ST BAEOR Y, Al A TR 0 5T 4 — R IR AR 1] A LAY T
g, —IHG, IRPNIRBESINES), TREEROIEE VAL, WEidenHa kiS55
WK, fJa i SR 1 IR T

W PR, Ash T WAL XL o BETIRSCHEEE, AT
i AR I

(1) HLUHSI T TS5 E TR EH 24

(2) kS 5EMH R,

Para. 1

After receiving multiple complaints..., the manager came to me with a task.

AR EAERS RERIE, after)i5 #2801 44 il iR AR L= 18

multiple adj. 721
e.g. Words can have multiple meanings.
BRI LA 2R S
The company performed well in the face of multiple challenges.

T Z2 bR, 128 FIRBL R A o

complaint ». #15%
e.g. He had a complaint against his heavy work.
Tl X EHER TAEARS .
The company has a system to handle customer complaints.
N A —NEPEE P RO RS
complain vi. 142
e.g. ’'m going to complain to the manager about this.

FZ [ BRI
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1 recreational adj. 15517
e.g. These areas are set aside for public recreational use.
X B AR R T AR R
My favourite recreational activity is watching movies.
FER IR IR TG B H HLR o
recreation n. I3 /R

e.g. Saturday afternoon is for recreation.

JE 7S T A SR R R A TA]
] boost vt fifilii K

e.g. We need a big win to boost our confidence.
AT R — IR 5 (5 L
They’re putting up new hotels in order to boost tourism in the area.
N T ARBEZ BRI Y A JE AT T AR B R
boost n. 14K

e.g. Last month saw a great boost in sales.
A H A EHIE

I3 morale n. -5

e.g. How is the morale of the army?
FERNE L
They sang songs to keep their morale up.

AT TR AR AR A
take on 2KFH

e.g. [ am ready to take on new responsibilities.

O AN IR DT
She refused to take on the job.
QAR A8 A I T A

Para. 2

stimulate vr. B 4%
e.g. His interest in art was stimulated by a famous local artist.

UM 44 ZAR G T I AR B2
The exhibition has stimulated interest in her work.
JEMEHUAR T NATTRH AR 5 2%

stimulation . ¥ il

e.g. Young children need stimulation.

ARG T B o



heighten vr. 5%
e.g. How do we heighten our happiness?
Ay B AT Y = e
The campaign is to heighten public awareness of the disease.

IR BIIE A T H 2 AKX AN BTN o

— B 1)l TR AT T 5 N b en AT LAZE iR -
height (n.)+en — heighten (v.)

wide (adj.)+en — widen(v.)

entlarge (adj.) — enlarge (v.)

entcourage (n.) — encourage (v.)

promotion n. £
e.g. Event promotion plays an essential role in increasing attendance.
T SHES X N 2= E AR .
The government appeals to the promotion of a healthy lifestyle.
ORI e R ) A 15 7 3
promote vr. {i£ i}k

e.g. The campaign aims to promote people’s awareness of environmental issues.

X371 B H 24 m AT MR R,
Para. 3

following adj. (Hf[H] I ) $255 )
e.g. They arrived on Monday evening, and we got there the following day.
AT A — s 3R, FRATRH ARIA TIREL,
They arranged to hold the football match the following month.
AT S R ER L PR L HELE T F A H 2617,

sign up 44
e.g. You have 12 hours to sign up.
PRA 124>/ N ) 24 15 1]
Which language class did you sign up for?
WAl TAF At E Pt

Para. 4

disappointment ». ¢
e.g. She managed to hide her disappointment.

B A CHYR R,
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How do you deal with disappointment in your life?
PRAE AT H AT IR0 2R B2
disappoint vz, {52
e.g. I hate to disappoint you.
FAEIEIRR S,
disappointing adj. % A\
e.g. However, the result was disappointing.
SR, BERASNREL,
disappointed adj. K2
e.g. I was so disappointed that John was not there.

ZIgATE, TARKREL,

Frustrated, I turned to my friend Bella, who had rich experience in organising corporate
events.
A A)A] B 3R fy. 1 was frustrated and 1 sought help from my friend Bella, who had rich
experience in organising corporate events.
AmjH, frustrated SEIE 2SR, VEFIBEANETE,
e.g. Hungry and cold, the girl sold matches in the street.
XAZZIENE , et B3k gg,
frustrated adj. JH3% /)
e.g. They got frustrated and angry.
Al TEREITH A AL
They felt frustrated at the lack of progress.
Al Dok = 7 J R 3 TH 3k
frustrating adj. % A\JHTEMY
e.g. It’s frustrating to have to wait so long.
BEX AN, HANHk,
frustrate vt. ffi{H ik

e.g. He was frustrated by repeated failures.

o PRI YR R T H 3
Para. S

preference n. {i i

e.g. She has a preference for blue.

At i 2 5 £

Which is your preference, tea or coffee?
IREERAT 4, Zid 27



prefer vt. i i
e.g. [ prefer walking to climbing.

PR L, FREEEL

participation n. ZJjfI
e.g. We won the game because of his participation.

HTZ5, RATWS T HETE.

I’d like to express my thanks for your participation.

AR 2 5 o it
participate vi. ZJJlI
e.g. She didn’t participate in the discussion.
MBA S INE
participant n. 2 5%
e.g. She is an active participant in this activity.

Wb R TG SRR S 5 .
maximise vr. i KAk

e.g. We must maximise efficiency.
FATTL AU R FR B B2 iR R
The factory will seek to maximise its production.

358 S NI S S [ 18N LA
1 attendance n. i AZK

e.g. There was an attendance of 36 at the meeting.

A6 N T2

Ticket prices were lowered in an attempt to increase attendance at home games.

N PR IR EEAR, TR EREIR T .
attend vi. 1 i
e.g. It is important for him to attend every day.
FER R AR EE
attend vr. i
e.g. Only 12 people attended the meeting.
HA RPN T2
attendee n. i A\ 51

e.g. Each attendee will be given a small gift.

R AR 2 — /M LY .
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Para. 6
effective adj. #7501

e.g. You need effective communication within the organisation.
PRI AR LN BRI JRAT B AL AL o
Advertising is often an effective method of promotion.
J R M R B T
effect n. FFR-
e.g. The medicine did not achieve the desired effect.
XAPLGEAT BB ERIROR
effect vr. 5|3
e.g. The campaign intends to effect longer-lasting protection for the region’s wildlife.
LR B B AR i X R B A A i R B AR
affect vr. 520

e.g. Does television affect children’s behaviour?

HL AT 72 1 B9A T A 52 i 2
Para. 7

turn out 25 12
e.g. Things will turn out right.
FERA SRR
It turned out that she was right.
SRR It 2R Y

rank vi. J& T 559
e.g. We rank among the safest countries in the world.
AT FRZ RN ERZ —,
The university ranked first in the country.
PR E AR S —
rank n. {5/

e.g. She was not used to mixing with people of high social rank.

AN ST IRt S A AR = B A
account for ( L I+ )

e.g. Software accounts for over half of our product range.
BAFERA TR i BRI i —2F L F
Electronic goods account for over 30% of our company’s exports.

L7 o 5 TR AT F S BRI 30% A



Para. 8

reschedule vr. FF 22 HE
e.g. I’'m sorry. I have to reschedule our appointment.
XA, FAFATR L HRRA L 2 R
The meeting has been rescheduled for next week.
SO R R R T,
schedule »n. H FEZHF
e.g. The chairman has a very crowded schedule.
FRERY H AR AR R
schedule vt. ZZHF
e.g. The meeting is scheduled for Friday afternoon.
SVOET BRI M2,
end up ;&
e.g. He ended up doing all the work himself.
SR AT LA — AT T

If you don’t work hard, you’ll end up nowhere.

WRORASS T TAR, ARKs— 0.

JoNGL, JGiGsh
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IR BCRA I T B2 AZE, XRSATET T, IR TR Rimih s, 45
FAE], R EHEE AL, 2905 A RSeE R 80%.

FEHZHE TiRsh B, FERIT RIS SR, AR T IR, B0
S MBS IMBA TR HIEE & . (R TTnHIE TS 5ERGBNEL )R, hEhiZ
B 1 [t i

= Understanding ideas
Task 1
1. A five-kilometre run.
2. About 30% of all the staff.
3. Helen’s friend, who had rich experience in organising corporate events.
4. She conducted a survey.
5. A department family picnic.
Task 2
1.F 2.T 3.F 4. T 5.T

= Developing skills
Task 1
1. Suggestion box
People are more likely to share their real thoughts without revealing their names, which can be
really helpful in spotting the areas that truly need to be improved.
2. Group interview
A target group for information gathering has been identified, which is the female staff.
3. Survey
A survey enables the company to hear from all employees about their training needs.
Task 2
If you collect information from your colleagues first, you will have a clear and complete
understanding of their preferences and attract as many participants as possible. If you do not
collect information from your colleagues, they may not be interested in the event you organise

and won’t take part in it.

= Using language

Task 1
Z5EWEL  participants’ preferences
KRR family picnic

15 B p Lk jogging route
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NEIRETD)| corporate event

Pooeed® preferred option

BARTE BN recreational event

Task 2

1. taken on 2. turn out 3. maximise attendance
4. ranks first 5. conduct a survey 6. boost morale

Interaction

Listening 1

Helen: Hi, Leon! Would you like to come to our department event next month?
Leon: I’d love to. But what are you going to organise?
Helen: We haven’t decided yet. We are still considering whether to hold an indoor activity or an
outdoor one. Which do you prefer?
Leon: Well, I prefer outdoor activities.
Helen: Any in particular?
Leon: Hiking! I find hiking and exploring nature really relaxing.
Helen: I love hiking too! It can reduce stress and clear the mind.
Leon: Exactly.
Helen: Could you recommend a hiking trail?
Leon: There are several trails to choose from on Yangtai Mountain. They are suitable for both
children and adults, so there’s something for everyone.
Helen: Sounds great! Thank you very much!

Leon: You’re welcome, Helen!

Task 1
1.D 2.C
Task 2

1. her department 2. relaxing 3. reduce stress 4. adults



12 | Wb sGERim s 2

Speaking 1

HEE s ST IR RS G . /\D%{ﬁﬂﬁﬂ:M[ﬁjﬂﬁﬁqﬂ%ﬁﬂ’hmm i, %l
S A AT BT g B HEA T D TR AR GA TTﬁTask IZE R, P D Re k) Rl ik
RILFRIE . 2B A HETE S E DL ez S eV A B JEAL |, @ O3 ij;xﬁﬂif", 5!361}373
> Bk, I IR Using language*)iﬁ%ﬁﬁ 2RI, TTﬁTask 2R, e
Dige kA BE o T RIZeARiE:, B AR Using language ™ A8 22 3K 38 i IHLAR T o ARiE It 227
%%,

| Task 1 | Sample |

1. A: Which food do you prefer, dumplings or noodles?

I prefer noodles to dumplings.

Which music do you enjoy most?

I like pop music most.

Would you like to watch an action movie or a horror one?

I’d like to watch an action movie.

Would you rather go swimming or play table tennis this weekend?

w
FEREZzEET

I’d rather go swimming than play table tennis.

| Task 2 | Sample |

Jenny: Hi, Jack. Our class will organise a New Year party.
Jack: Very nice! Are you the organiser of the party?
Jenny: Yes. I’'m thinking about what programmes should be prepared for the party.
Jack: Just conduct a survey and you will find out about the preferred options of our classmates.
Jenny: OK. I’'m starting my survey now. Which programme do you prefer?
Jack: I like singing best and I believe it will rank first among all choices.
Jenny: Right. Any other programmes?
Jack: I love magic too. You know, there is a magic show in our Spring Festival Gala every
year. That’s the programme I love most.
Jenny: But where can we find a magician?
Jack: You are asking the right person. I’'m a magic fan and know some magic tricks.

Jenny: Great!
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Listening 2

Mike: Rebecca, what did you think of our department picnic last Saturday?
Rebecca: It was amazing. The weather was good and the food was terrific.
Mike: Yes. There were all kinds of food and drinks.
Rebecca: They even thought about vegetarians like me!
Mike: That’s true. The organisers were quite considerate.
Rebecca: How did you like the activities and games?
Mike: I loved the “Guess the baby” game. Guessing the colleagues according to their baby
photos was a fun idea.
Rebecca: True, and some of the guesses were impressive!
Mike: It seems everyone’s family had a very good time.

Rebecca: Yes. They all enjoyed it. I love family members being invited.

Task 1

1.F 2.F 3.T 4.F
Task 2

1. She thought it was amazing.

2. Because they prepared food for vegetarians.

3. Guess the colleagues according to their baby photos.

Speaking 2

HIENG s 5 IR R34 6. 2R /\Dln{ﬁﬁﬂﬁﬂ:}ﬂ[ﬁjﬂﬁﬁqj%ﬁfﬁ’ﬁn 5 JIRE, §|
S AR T BT 4 ) B AT R ERA . 7E T JrTask 125 R, Fra DRt ) AL ik
RILHRIE . 26 A BB TS S e DL Fr ez S RE MR BU A LA |, @ O3 iilﬁcﬁﬂi’ft, 5!32@]
AL, HE T CDeveloping skillstiidk Ir2# iy, 76 F Jy Task 2% k:4vh, Br
FUIREME A RLE I RIZhrTE, & H ) Developing skills H Y N 2538 3 IITHLARTE o BB AL
5%

| Task 1 | Sample |

A: How do you feel about the Dragon Boat Festival Party of our class?
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It was a great success. Everybody had a good time.

What’s your impression of the host and hostess?

They have done a good job. They are very professional.

Do you have any comments on the organisation?

e wr

The organisation is good too. We are lucky to have Helen. She is an excellent organiser.

| Task 2 | Sample |

Jack:
Lily:

Jack:
Lily:

Jack:
Lily:

Lily, what did you think of the department event last Sunday?

It was a great success. Nancy did a good job and seemed very experienced in organising

activities. How did you feel about it?

I enjoyed it and I'm glad Nancy used different methods to try to find out about our preferences.
Yes, she prepared a suggestion box to collect our suggestions and requests for the
event, and conducted a survey to find out about what events we preferred.

We are lucky to have Nancy. She is an experienced organiser.

That’s just what I was going to say.

Culture

AHRIP RIS T NI i PR A, YR TR 133w TP R R A S (T
L5y ) ZIERMMRE TR, FRBURARAETE N SRR AUER, ey 2T TER
Ao AR, T AN B A R R 2 A N ZE, kBRI
figk- R ) R ) B RS2 1

Task

1. Because they wanted to understand what exhibitors preferred and needed.

2. Simplifying clearance procedures and allowing online appointments for customs clearance.

3. The use of Area D of the exhibition hall allowed the exhibition area to expand, thus attracting

more companies.
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Reading

victim n. 52 FEH
e.g. She was the only victim of the fire.
2 KK PME— )2 E
I felt sorry for the victim.
N2 HH RN

finance n. 1 5%
e.g. He does not understand finance at all.

HIARAAE I 55

He is the finance director of our company.
fleFe A F R 55 58
finance vt. #E{iE%R 4

e.g. The project will be financed by the government.

230 R B BB
buffet n. H &

e.g. We serve buffet during lunchtime only.
AT R B B .
We had a buffet supper yesterday evening.
A THEMLZ T —1iil 5 B

% lotus n. 3E4E
e.g. Chinese people regard lotus as a symbol of purity.
HE A EAE AT R AL
He brought me some lotus seeds.
bt 25— L83 1

K coordinator ». 13 A
e.g. The campaign needs a professional coordinator.
XA T — TR PR
We’ve just appointed a coordinator.

FATHINIE A T — 24 R Ao

Event Organising | 101



16 | Wb sGERTmHAS 2

coordinate vr. {fif/pi
e.g. If we coordinate our efforts, we should be able to win the game.
WERFATFF O, DOZRE hwifs L 7%
coordination n. T/}

e.g. Who is in charge of overall coordination of the work?

WE DT I AR A BRI 7

I description n. f#if
e.g. She gave a general description of her tour.
RS A T I RIRT T
The beauty of the scene is beyond description.
e ZFEMELIE 2
describe vt. ffiiR
e.g. The police asked me to describe exactly how it happened.

gt R IR A T 25

donation n. 53X
e.g. The project is funded by public donations.
2 H A ARIAFGEE
The amount of the donation surprised everyone in the party.
R RBLER 2 B R AHREE] T 50
donate vz. 1514

e.g. He has donated blood many times.

e ZMkIMARZ K T .

EJ unwanted adj. N5
e.g. All the unwanted stuft should be got rid of.
I AN 2B R PE AR L5 3

You can give your unwanted items to charities.

PRAT LSBT ZER YR 4 2 L

EJ Red Cross 2] 54>
L FoE— A LRSI A HZY, HARAT A Bl a2 O g s vp o R H:
2 I JmBArb sz e sk ar 5™, R R AR B . T EL TSR EPRLL s
S EZE G . TEI PSR AR Ear fI R, 4E0 ARR™, K A8 £ SO
M AEHERREH D R
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= Understanding ideas

Task 1

1.F 2.T 3.F 4. T 5.F

Task 2

Event Objective The goal the organiser hopes to achieve from the event
Target Participants People that the event is trying to attract

Event Coordinator The organiser or contact person for the event

o A basic overview of what the event is about, which can inform and
Description of the Event

attract possible attendees
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= Using language

Task 1

Ay e Red Cross

TR tREEsD second-hand sale

2N ) charity event

H Bhiiss buffet dinner

A% entry fee

ANTEY)E unwanted item

Task 2

1. be covered by 2. donate an entry fee 3. be required to

4. hold an event 5. raise funds 6. in good condition
Writing

Task 1

Event Name, Event Objective, Target Participants, Event Budget, Date, Time, Venue, Event
Coordinators, Description of the Event

Task 2

1. A photo exhibition will be organised after the event.

2. Everybody is encouraged to take photos during the hike.

3. Gifts will be given to those who contribute photos.

Task 3

Participants will start the hike at 9:30 am.

Participants will arrive at the top of the mountain at about 12:00 pm.

Participants will leave from the foot of the mountain by 4:00 pm.



Project

Department event plan

Event Name: Department Picnic

Event Objective: To enjoy a happy time with colleagues

Target Participants: Members of the production department and their family members
Event Budget: ¥200 per person

Date: 21st October 2024

Time: 10:00 am—2:00 pm

Venue: The Talent Park

Event Coordinator: Jane Larson

Phone: 136XxXXXXXXX

Description of the Event:

The department picnic will be held at the eastern lawn near the lake in the Talent Park. It
will start at 10:00 am and end at 2:00 pm. Participants include staff of the department and
their family members.

Each participant is suggested to bring some food to the picnic and share it with others.
The food can be bought or made at home. It is suggested that the cost of food, either
bought or homemade, should not exceed ¥50. Fruit and drinks will be provided by the

department. Some vegetarian food will also be available.

There will be a game called “Guess the baby” during the picnic. The staff are invited to

guess the colleagues according to their baby photos.

Trash that is produced during the picnic is strongly suggested to be collected and taken to
the dustbins after the picnic.

Self-assessment

1. preferences

2. basic details; passive voice; time order





