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Unit 11

The staff training is planned to involve presentations by the trainer, group work and 
also group presentations. Apart from the trainer–trainee aspect, you may also want to 
consider one or two technical points: position of projector and screen, snacks and soft 
drinks (in the room – where?) or in the corridor.

1  Form groups of three or four and decide which of the options you would think 
is the most suitable for a training seminar1. Present your ideas in class and give 
reasons for your decision. Try to agree on one of the options shown above.

2  Tarik prepares a checklist for the Willoughby conference. Which equipment and 
utensils2 should the hotel make available3? Which should be brought by the trainer 
or Willoughby? Tick the items in the list below and explain your choice.

1  Schulung 
(sveranstaltung)

2 Gerätschaften
3 zur Verfügung stellen

1 Kugelschreiber
2 löschbar
3 Porzellan
4 Besteck
5 Kühler
6 Bewertungsbogen
7 Laserleuchtstift
8 Verlängerungskabel
9 Moderatorenkoffer
10 Namensschildchen
11 Pinwand
12 Abfallbehälter
13 Wischer

Items for Elmsgrove
Beaumaison 

Hotel
Willoughby 
or trainer

To be 
discussed

Not 
required

1 Agenda/Timetable

2 Ballpoint pens1

3 Boardmarkers (erasable2)

4 Bottle openers

5 Cloth

6 Conference folder

7 Crockery3 and cutlery4

8 Drinks coolers5

9 Evaluation sheet6

10 Laser pointer7

11 Extension cable8

12 Facilitator’s toolbox9

13 Flipchart

14 Highlighters

15 Hotel brochure

16 Leeds tourist brochure

17 List of participants

18 Name tags10

19 Pencils

20 Pin boards11

21 Programme

22 Waste bins12

23 Whiteboard

24 Willoughby image brochures

25 Wiper13

26 Writing pads
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