SURFING THE NET EXERCISES

CHAPTER 13 Meetings and Conferences

Exercise 13-1

You are the editor of your company newsletter and you have decided to include tips on different business topics that will be useful to staff members. This month you plan to include strategies for planning a successful conference.

A. Connect to a search engine of your choice.

B. Locate conference “how-to” websites and search for effective  conference planning tips.

C. Select three tips to include in the company newsletter.

Exercise 13-2

While you were searching for effective meeting tips in Exercise 13-1, you came across several sites that provide information about audio and video conferencing etiquette. Since your company uses audio and video conferencing to conduct meetings, you think it would be beneficial to include etiquette tips on these technologies in a future issue of the company newsletter.

A. Connect to a search engine of your choice.

B. Access websites that provide information about audio and video conferencing etiquette. 

C. Select two items to include in the newsletter.

