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- Simultaneous interpretation (/1) is the technique used for most general

sossions that require more than one language. 1t is conducted, a5

 presenor speaks, by skilled interproters housed in soundproof booths and.

distributed in multiple languages to the attondees’ headphones by means of a
roceiver that allows thom 1o select the appropriate language.

Consecutive interpretation, which is suitable for smaller sessions,is a for-
‘mat in which the speaker pauses to allow interprotation. It gonerally is lim-
ited to one language and is time-consuming due to the need o repeat the
speaker's message.

Whisper inerpretation is used in social and small group situations in
‘which just one or two participants require interpretation. The interprater sits
‘eside or right behind the participant and literally whispers into his or her
car, This hs limited value for conference usage but s the most cost-effoctive
and time-saving way to provide interpretation for one person,

‘Emphasis has been given 1o the importance of recognizing one's profes-
sional limitations and knowing when to ask for help. Few meeting planners
have the time or expertise o assoss, rocruit, schedule, and contract for feams
of interpreters. Fortunately, there are professional translation services in vari-
ous countrios that offor comprehensive coordination of language requirements
for meetings. They have access 1o interpreters, including thoso who spec
in specific industries and disc and can, for a fee, handle many of the
details of this complex but vital function,

In contacting such services, provids them with the full rango of conference
actvities and let them assist you in detarmining whero their expertise may be
needed, For instance, premeeting promotion and tho business agenda are ob-
vious areas of need, but don't overlook social events that may require intor-
preters for distinguished guests or media relations and the noed for press
releases in multiple languages

When simultancous interpretation is required, you will noed to employ
teams of two professionals for each language. Because of the demanding na-
ture of this activity, interpreters work in shifts of 15 to 30 minutes, depend-
ing on the complexity of the material and the clarity of the speaker, Strict

professional codes govern their fees and working conditions for good reasor
Like thoroughbred racehorses, they are highly trained, high-strung, and ex-
quisitely conditioned intellectual athletes who require optimal conditions to

‘perform at their best.
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Chapter 6 PROGRAN PLANNING AD DEVELORVIENT

To understand fust how difficult and nerve-racking this work can be, try
10 repeat everything someone says immediately afer ho or she says it and do
this for five minutes. Can you do it? Many people cannot, as it requires in-
tensely focused concentration to ropeat accurately in one's own language,
‘much less interpret into a complotely difforent ono. For this reason, the AIIG
(Association Intérmationale de Interprétes des Conforence) established the
guidelines under which professional interpretors operate, and experienced in-
temational meeting planners honor their conditions faithfully. Afterall is said
and done—literally—the attendees must understand the presentations, and
nothing ensures this bettor than highly qualified, thoroughly briefod, and well-
prepared profossional interpreters.

Since interpretation and translation sorvices are expensive, you and the
program committoo must dotormine how many languages are to bo dosignated
for translating printed materials and for interpretation af each session that re-
quires that foature. Some international organizations routinely provide simul-
taneous interpretation for major language groups in attendance and offer this
servico as an option o others thal require it. I the latter case a premium is

added 10 the registration foe. Sometimes a prominent speaker whoso presen-
tation is essential may not be fluent in tho official language. Intorpretation
thus is required to assure understanding and program enhancement, It may be

that all the required interpreters are nol available in a given city. Thus, pro-
visions must be made in the budgt for travol expenses as well as foos,

INTERPRETATION TECHNOLOGY

S/Lsystems consist of the interpreters’ headphones, which are fed from the PA
system; their microphones; an audio distribution amplifier; and multichannel
receivors equipped with earphones. In some facilities, the receivers are in-
stalled in armrests, much as they are on aircraft, In others, they are portable
and provisions must be mado for distribution to attendees. Fixed systoms
mako use of hardwired transmission in which headsets aro plugged into a ro-
ceptacle built into auditorium seats. Others utilize wireless receivers that op-
erate within an inductive loop antenna that transmits up to eight channels of

sound to tho headsets. A more recent develoy izes i i
pment utilizes infrared radiators

placed around the room. They transmif the o i

delegate’s headset and are readily pnﬂahl“: A

~ Inmost of Asia and

o
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copy of the speaker's text, with the technical terms highlighted,

oftho pressure and ensuros soamless, accurate transltion.

LSPEAKER SELECTION

Meeting professionals recognize the fact that a meeting is a medium for
communications. Good speakers are as essential to the success of a meoting
a5 good performers are o enterla ng that premise to meet-
ings held abroad, it follows that greater care must be exercised in the se-
Toction of speakers, and 10 a lesser extent entertainers, when language is a
consideration.

“The responsibility for speaker selection is usually a joint function of the
‘meeting planner and the program committee. For moetings held abroad, it is
suggested that a local resourc a5 a counterpart organization, a PCO, or
a speakers bureau be consulted as well. In contracting professional speakers
from the host country, the bureau can be particularly helpful since it knows
which speakers are available and understands the fine points of compensation
and contract law as they pertain to that country

Unless simultancous interpretation is planned, it is essential that the
speaker be fluent in English, which s gonerally the conference language even
in multinational gatherings. It is always best to audition speakers in person.
But if that is not feasible, be sure that your ropresentative abroad—the speak-
ars bureau or the host committee—thoroughly understands the meeting ob-
jctives and the organization's expectations. Don't hesitate 0 ask for references,
a transeript, or an audiodisk. Check it for content and delivery and check
handout materials, if any, for content and relovance.

If participants from several countries are in attendance, ensure that pro-
senters represent a cross section of the audionce. Peoplo like to seo their fel-
Tow citizens on the program. They need not all be principal speakers; they can

be given high visibility as session chairmen, moderators, introducors, pan-
elists, or cohosts at social functions.

‘Many meting program abroad are enriched by tho so of ocal dignitaries
and/or celebrity speakers. The National Tourist Offico, your DMC/PCO, or a
Jocal speakors bureau representative can assstyou with speaker slection and
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and unforeseen obligations may arise
= Be sure that the speaker is articulate ant

conference theme. At
= Inquire into proper protocol such as honors, form of addres, and scal-

ng and instruet all program participants and organization officery
accordingly

 that the topic is gormane.

SPEAKER PREPARATION

1t the mesting is multinational rathor than merely involving a transnational dee-
joroign guests have been invited, speak-

ination o if a substantial number of f
ers nowd 10 be alerted that it s a multicultural audience. 1f they are addressing
o audienco whose nalive tongue is not their own, they niced to follow certain

guidelines to ensuro rapport and effective communication of thelr message,
Fvon though listenors may be luont in the speaker's language, certain BUaNOsS
may clude them, resulting in misundorstanding or noncomprebiension.

I is 2 good idea to include in your communications to the program com

miltee and speakers information on the host country's geography. history, cul
‘ture, and businoss practices. Research and incorporato current events in politics

sports, and cultural affairs and encourage program participants (o use such ref-
erences in their presentations. Nothing pleases people from ofher countries
ot than to discover that  visiting speaker has taken the troublo to loam

ahout things that matter to them. Such rapport can go far in ensuring that the
‘meeting program is perceived as a success by sponsor and participants alike.

Convensely, take added measures to prepare speakers, both domestic and
the ones from abroad. Make sure they are familiar with your organization,
audience composition and expectations, the conference objectives, and th
role in the program.

Once the selection of speakers is finalized, detailed information and
quent communication are essential. As a minimum, advise speakers 0
following: %

'Thﬂ!wﬂlﬂﬂﬂsmxmﬁmium.sndiupmﬁmmmﬂ d

) particlrly s
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‘consideration for a conference, especially if extensive at
mﬂhm international event, the siago sefting is influenced by protocol
well.
**"Slaging also plays an important rolo at conventions and congresses. Tho
height of the platform imparts a senso of importance to speakers addressing a
congress, stressing their authority and role. At a convention, a lower plat-
form—one just high enough for the speaker's gestures to be seon—may be in
order. This implies a commonality between speaker and listener. Lighting,
seating of speakers and dignitaries, decorations and use of flags, and theme
docor also vary according 1o the type of event. These topics are covered in

Chapter 7.

lENTERTAINMENT

Selection of appropriate entertainment is influeng
audience demographics, organizational profile, and the nature of the specific

function.

d by meoting objectives,

Music always adds a valuable dimension whether as part of program con-
tinuity, for ambience at a social function, or for dancing, But because people’s
‘musical tastes vary, even in one’s own culture, some care should be taken in

‘music selection. A principle often neglected by meoting planners is that the.
purpose of music a a reception is to serve as background for conversation.

Hyperamplified, audacious music and vocalists who tend to distract from so-
cial interaction are inappropriate even at domestic meetings. At international
gatherings where people are mixing and conversing with various degrees of
fluency, such music is obtrusive and is regarded as being in poor taste. In con-
trast, light classics, show tunes, and universally known popular music are ap-
propriate at any event.

Don't overlook the music of the region, particularly for social events.
‘Dance troupes, choral groups, folkloric shows, and musical acts reflecting the
local culture underscore the international nature of the event and provide at-
tendees with an enjoyable cultural insight. However, it is important that plan-
ners consider the tastes of the audience. What may be a country's outstanding
artist may not appeal to your attendees. On the other hand, entertainment that
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language may

about the group's language fluency, avoid comedians since humor tends
pend on nuances that may be elusive, cven among English-spe
audiences. 3

A valuable asset worth considering is a practice called “patronage” in
‘which municipal and national government agencies will provide a variety of
‘valuablo services and assets as an incentive for holding a meeting or exhibi-
tion at theirsite. Often this takes the form of entertainment featuring the coun-
tay's or region's artsts giving vocal, orchostral, and folKloric performances.

Contracting for speakers and entertainers in other countries can be tricky.
‘However, bringing paid speakers abroad may cause problems. Labor laws and
union regulations vary greatly from one country to another. Visa restrictions
‘may apply o paid speakers, requiring them to have a business visa. Unless
You aro an expert in international law, it is best to work with a professional
producer, a DMC, or a reliable talent agency

ISATELLITE EVENTS

International meetings provide delegates with an excellent opportunity to par-
ticipate in a variety of associated events, including exhibitions, tradeshows,
and, in the area of medical meetings, “satelite symposia.” Theso are usually
sponsored by pharmaceutical and/or medical devico companiss whoso prod-
ucts are related to tho overall program content. Frequently a key oloment of
international congresses and exhibitions, sponsorships afford organizers a
source of revenue and sponsors an opportunity to provide full or partial fund-
ing for special events and program elemen
The importance of satellte events to association meetings cannot be over-
sated. Thoy are a significant source of additional income to the organizers and
provide an opportunity for the association to maintain and enhance relation-
ships with companies whose sponsorship support i critical to the &
The financial mﬁhuﬁm—q valuable source of incor
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onals lexibilty and adaptability. o afi s i
y the same token, the services hired for the main congress and usually
part of the “package” offered to sponsoring companies could, in some parls of
the world, not quite moet the standards envisaged for the proposed satellite.
s a result, one might have to look to outside services, and this can be a sen-
sitivo area, especially in the case of unions.

Another servico provided at major international medical congrosses s si-
‘multaneous inferpretation. Here again, the satellite mesting may take advan-
tage of this or utilize external sources. Tho highly technical nature of the
‘papers presented and their medical terminology usually necessitate specialist
translators, calling for careful coordination by the meeting planner

Although it is generally mandatory to open satellite meetings to congress
delogates, a sponsoring company also may choose o extend invitations through
its international subsidiaries. In this case the meeting planner could be in-
volved in a computerized mailing operation on a wide scale. Accommodations
may be required for invitees nominated by the subsidiry, but the congress is
likely to have socurod all suitable hotel rooms in the immediate area for its
own delegatos. Early docisions and advice regarding sponsored delegate num-
bors therefore must be sought from the sponsoring company to ensure that all
agcommodation needs are mot.

When scheduling sponsored mootings, bo sure that they do not impinge in
any way on congress sossions. Although specific times are sel aside for the
satellites (several often running concurrently), turnaround time between the
close of a congress session and the commencement of a sponsored meeting, in
the same room, may be very tight indeed, a matter of minutes rather than
‘hours,

Satellite maoting registration and docurent distribution must be effected
efficiently, within the framework of the congress's own arrangements. Like-
wise, signs must be not only clear but obvious without conflicting with the
main event’s information and directional sign:

It is self-evident that attendance, and the registration foes associated with
if,is of paramount importance to an organization staging such events. Equally
important as a source of nondues revenues are the exhibitions that often are
associated with scientific congresses. This oo is sponsorship in a sense, one
that carries a quid pro quo. Not only do the revenues support the congress

budget, the exhibits are a learning resource for the delegates and provide an
opportunity for exhibitors to make valuable contacts with potential customers.
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s Chapter 5 PROGRAM PLANNING AND DEVELOPMIENT

Another type of satellite event might be a tradeshow or exhil

ring concurrently, usually in the same city, in which congress delega
an inferest, It may be an ovent related to their field or one of gon

to meoting participants. As with other satellite events, program plann
to allow free time for interested parties to attend and, where interest

erates n high degroe of interest for the delegates can be a s
their attendance. The mutual benefits of such congruent. events afford
parties unique opportunities for promation.

Although surrounded by tho myriad details of logistics, technology)
communications, meeting profossionals must never lose sight of the impos

HEY POINTS

tance of the program to both attendee and sponsor. It is, after all, the adhy
that binds all the other elements into a dynamic ovent

To assist with time zone changes, avoid businoss
or formal functions on arrival day and avoid over-
programming the entire program to give attendoes
a chance to experionce the country and its culture.

Provide substantial time for delogatcs to net.
work, share experiances, attend social events, and
have froo time to oxplore the culturs for a value-
added experience,

Using technology such as interpretors and vi-
sual aids ensures befter communication and com-
prohension for multinational audiences.

Interpretation may be nocossary at multilin-
gual congresses. Depending on difersnt mooting
sizes and situations, use simultaneous, consecu:
tive, or whisper interpretation.

Based on the attendees’ ‘nationalities, trans
printed materials and provide interprotation &t}
presontations,

Carofully interviow experienced spoakers byl
utlizing your DMC or PGO and review the conteat|
oftheir spooches for ralovancy, 4

Propare the speaker for an i i -
A T an intornational audi-
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Natur has given to men one tongue, but two ears,that we may hear fiom
others twice as much as we speak.
—epictetus

IN THIS CHAPTER

We il explore:

= The sinificance of the program i temns of the meeting’s cbjective

= The varous teps in designing a mearingful program that addresses the meetings
abjctives.

& Howlong-istance travel inflencesthe ining of program elements.

= Varous sesson formats and how thy influence program dynarics

= Techiques for influencing audence particpation and maintaning ineret

= How visualaids and technology einorce communication btween speaker and audience

= Howto commuricate with multicuturl participants through ransation and
intepretaton.

 Selecion and biefing of speakers to ensure rapport withthe audience

= Factrs that enabl speakes tobe efective and stmlatng to the audence

 The importance o the mesting room s @ ommunication environment.

= Cultural consderatons in the choice of entrtainment for mutinational audiences.

= Legal matters regarding profesional spedkers.

= Howsatelite events expand the scope ofthe meeting; their added value to organzers and

attendees.
= Various sources and types of sponsorshp of events and their advantages to the

organizaton.

‘The program is the raison d'etre of a meeting and the vehicle by which its ob-

jectiyes aro fulfilled. Desigaing a progra i like building a house. Tho blue-
print summarizes the program and reflects the principles of design. The
Program elements—presenters, audiovisual, handouts—are the lumber, bricks
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s that rosult in a sound building that ful-
der,n meeting profossional noeds o gain ex-
ordering them, and managing them

‘and mortar, and structural compor
il s stated purpose. Like a builder,a
perience in specifying thoss clemonts,

aftor they arrive at the sito. A
st 3o he logistics of nternational events diffr from thoso involved in

domestic meetings, U i mmitioe need to be aware of
the diffcences fn pl %Fu o ams. Time changes,
IWC cultural background of delogates, and language affect pro-

gram design.

Program planning responsibilities differ among various groups. Corporate
meeting programs can be developed by one or two peaple, a teamof poople
from one dopartment or division, or a multidivisional team. International
meoting agendas, especially.for association meetings, very often are planned
by a program commitice. The rolo of the meeting profossional in each case is
0 assist with the establishment of the meeting’s objectives when necossary.
and to ansure that thoy are achioved through flawless execution of an appro-
priately designed program.

Whether or not you are involved in progeam design and contont, it is im-
portant to understand the dynamics to manage the administrative and logistic
neds of spoakers, session chaitmen, interpreters, and other program support
‘components. For this reason, it may be valuable to review some of tho design

principles and soe how they diffe at international ovents before addressing
sposific program clemonts.

lPROGRAM DESIGN

Becauso of the distances and time zones involved in global communications,

the normal planning schedulo needs 0 bo extendod. Somo intemnational plan:
Sk table; others double it to accommodate com-
m pogran og cs, calls f i

T or papers, receipt of abstracts, and the

ik ing applies to the timing of the meoting i
ues. As you will seo in Chapter 7, peopls hnmm::memd;s::f

move, act, work, and communicats
(s moe st vk and commric alulnwsrml::lexmls'.llan;hﬁ ;
sl ol v A, Wi one e king in one of the

leisurely cultures, addi ime must be scheduled

5.
10 program development, the.
tive, s the houss to be a
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Figure 6-1 Steps in Program Development

To ensure that the program meets participants’ needs and expectations,
mesting professionals survoy thoir prospective audience. They may do so at
the conclusion of the current meeting, prior to the one being planned, or both.

With these key factors known, planning can proceed to formulating a pro-
gram that will mest its objoctives and appeal to prospective participants.

Program contont will also suggest a theme for the event. A theme is t0 a
‘meeting what the cover design is to a book. The meeting theme should have
an eye-catching graphic and a title that describes the eveat. It will be a key
‘marketing eloment and a highly visible graphic on site.

Demographics and program clements play a pivotal role in evaluating me-
dia for disseminating program content. Speakers, interactive sossions, audio-
visuals and exhibits are all communication media; each must be carefully
assossed as to its relevance (o the audience.

Finally, the moeting plannor and the relevant committees determine the
‘most dynamic ways to communicate the program 50 as 1o achieve maximum

response (see Figuro 6-1).
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Chapter 6 PROGRAM PLANNING AND DEVELOPMENT.

TRAVEL PLANNING '
There aro tw major considerations with rogard (o international h:ve]_ The
first i tho longth of tho trip,that is, the actual amount of ime—on the grouad
and in tho air—attendees will be traveling from origin to destination. The sec.
ond is the number of time zone changes between the points of departure and
armival, One aitendoe who lies overnight from Miami to Rio de Janciro, for x-
ample, may be tired upon armival from the eight-hour flight. Howover, de-
‘pending on the time of year, the time difforence will be only onc or two hours,
and so hr biological clock will be more or luss in sync with the local time
zome.

Her colleaguo flying from Miami to Milan, however, not only will be tired
from his eight-hour flight but also will have to adjust to a time zone difference:
of six or soven hours. His body will tell him that it is nine in the morning and
o did notslosp much last night, while the clock on the wall will toll him that
itis three in the afternoon. If he lies down for a nap to catch up on his sleep,
he not only will wake up around dinnortimo but also will bo up most of the
night, crashing just a fow hours before the meeting s supposed to start,

No mater how people route thomselves o break p the rip 1o mako it Toss
stressful, long-haul international travel (over five hours of travel time and/or
five tim zoncs) is exhausting for oven the most seasoned road way

this reason, experienced intornational evont planners follow a fow bas
lines to ameliorate the inevitable fatigue:

jor. For
o guide-

* Avoid business sessions and/or formal, sit-down social functions on ar-
rival day to give participants an opportunity to rost. A light recopti
y 10 gin i ption
and/or buffet dinmer that allows poople to oat, minglo a bit, and leave at
ther leisure s the most practical first evening ovent.
= isvoid “ovorprogramming,” espocially on the first full day. Allow ade-
quate time for broaks and koep the program length reasonable so that gt

tondoes have an opportunity to network with their pecrs, sightsee, shop,
and enjoy the venue. pi?

* Consider postconferenca tour options to extend the experience.

SESSION FORMATS AND DYNAMICS

International corporate meotings tend to follow tho same pattern s those hel
ld
y's home country, ospecially whon the program s being planned.
 group. | ‘be anat a Eurol o
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o value-added benefit terize international events.

i
AUDIENCE INTERACTION

Soliciting audience participation at large general sossions poses several prob-
loms, particularly whon simultancous interpretation is employed. In such con-
ditions, it is best to position microphones at various places in the aisles or
have aides equipped with mobile microphones. Participants should be di-
rocted to make uso of the microphones, which should be tied into the sound
system in such a way that interpreters can hoar the questions. One recent. do-
velopment can facilitate audience paricipation: the interactive response sys
tem. This technology makes use of remoto devices that enable the audionce to
respond to multiple choice questions projocted on a video screen. Because the
system logic uses computer technology, translation into multiple languages is
achieved by integrating translation software.

In breakout sossions the usual techniques apply, though session leadors
should be awars of cultural differences in larning stylos. However, greater
fwo-way communication between speaker and audience ensures understand-
ing, especially when language flucncy is marginal. People from some cultures
aro uncomfortable with informal, extomporaneous speakers who employ caso
studies and small group dynamics that require audience parlicipation. They
prefer mora structured lectures that portray the speaker as an authority figuro,
Asians in particular may be hesitant to take the initiative in responding to or
asking questions, since avoiding loss of face is an essential part of thoir cul-
tural makoup. Chapter 7 addresses these cross-cultural communications issues
in greater detail.

TECHNICAL SUPPORT

Itis woll substantiated that visual aids ensure comprohension and onhanco re-
tention, When one is dealing with multinational audiences and varying lan-
guago fluency, they are essential. Encourage presenters to use visual aids and
10 have their presontations follow the visuals. Diagrams and illustrations are
favored over copy and should be substituted whenever possible. Handouts
should summarize the presentation, and verbatim abstracts are especially
valuable for attendees and interpreters. Translated into the various conference
languages, they constitute the proceedings and are a helpful reference.
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at the destination, Videotapes rocordod in the North American NTSC form
will not play on équipment that employs PAL (used throughout Europ
South America) or SECAM (used primarily in France and former
colonies), This was a major challenge beforo multiformat VCRs were
pod. However, the widespread use of digital media (CDs, DVDs, and s
ing video) and tho now standard multimedia data projector have ma
videotapes all but obsolate.

Similar technological advances hav streamlined the production and
somination of program materials. Electronic fle transfor, Web-based appHEES
tions, and desktop printing have saved hundreds of hours of what used to'b
the tedious manual task of collocting, organizing, printing, and collating Ia
heavy program and abstract books. Shipping costs, customs duty, and delaysS
in receiving cloared materials are not a concern now that eversthing can b
quickly and cost-offotively transferrod. digitally and produced on-site.

‘Some international associstions and many corporate geoups have replaced
the ubiquitous paper handouts with GDs of presontations and/or password=
protocted Web sites from which participants can download meeting materiale
Chapter 15 expands on the topic of event technology.

| LANGUAGE CONSIDERATIONS

In an era of incroasedl globalization, English has become the lingua franca of
international business in general and of conferences in particular. This may
bo comforting to meeting professionals from English-speaking countries, but
they must guard against a sense of complacency in assessing th la
neads of international meetings attended by other nationals. Although
world has been compressed into a single global marketplace, we must not lose
sight of the fact that nine-tenths of our neighbors communicate in langus
other than English. Consequently, at any international event in which soveral
‘nationalities are in attendance, it may be necessary to provide interpreters
interpretation systems. Understanding the function of interpreters and

c requiremonts that accompany their use is your responsibility as

ing professional. During the planning phase, the major I
‘represented by the target audience should be determined. This
promotion and marke




