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Step 1: Warm-up and Introduction (10 minutes)

Begin with a quick discussion on the significance of reporting activities in a professional
environment.

Share the scenario of Cathy Zhu from X-Tech, setting the stage for the team building workshop

report.

Step 2: Vocabulary Acquisition (15 minutes)
Introduce key vocabulary from the unit such as "team building", "workshop", "administration",

and "cooperate".

Have students participate in a matching exercise to pair the vocabulary words with their
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definitions and use them in sample sentences.

Step 3: Content Structuring (20 minutes)

Present the structure of an activity report, emphasizing the importance of a logical sequence, time
sequence, and cause and effect relationships.

Discuss the content and structure with students, encouraging them to take notes on the key

elements.

Step 4: Information Gathering (30 minutes)

Assign students to groups to gather information about the team building workshop from the
"Inputting" section of the slides.

Have each group present their findings, focusing on the details of the activities and the objectives

of the workshop.

Step 5: Report Drafting (10 minutes)
Guide students in drafting a brief outline of the oral report they will deliver, using the information

gathered and the structure discussed.

Step 6: Language Practice (15 minutes)
Focus on language points such as "be made up of", "weakness", and "icebreaker".

Students practice using these expressions in context, both in writing and through role-play.

Step 7: Summary and Reflection (10 minutes)
Summarize the key learnings from the class, including the importance of structuring the report and
the use of appropriate language.

Ask students to reflect on what they have learned and how they can apply it to their report.

SBURA: VBB TG RENZEE SRR (90 28

Step 1: Review and Feedback (10 minutes)
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Review the outlines and drafts from the previous class, providing feedback on the content and
structure.

Discuss common issues and how to address them in the final report.

Step 2: Vocabulary Enhancement (15 minutes)
Introduce additional vocabulary related to reporting, such as "summarize", "highlight", and
"conclude".

Engage students in activities to reinforce the use of these words in context.

Step 3: Report Refinement (20 minutes)

Have students refine their report drafts based on the feedback received, focusing on clarity and
coherence.

Discuss the importance of a strong introduction and conclusion in capturing the audience's

attention.

Step 4: Final Report Preparation (30 minutes)

Guide students in preparing their final reports, ensuring they include all necessary information and
are well-structured.

Conduct a mock presentation where students deliver their reports to the class, providing feedback

on their delivery.

Step 5: Language Points Application (10 minutes)
Review the language points and ensure students are comfortable using them in their reports.

Discuss the nuances of using these expressions effectively to convey the right message.

Step 6: Communication Skills Enhancement (15 minutes)
Discuss strategies for delivering an engaging and persuasive report, focusing on tone, pace, and
body language.

Have students practice their delivery, incorporating the feedback received.
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Step 7: Conclusion and Next Steps (10 minutes)

Summarize the key elements of an effective activity report and the importance of clear
communication.

Encourage students to continue practicing their reporting skills and apply what they've learned to

future professional scenarios.
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Unit 2 Arrange a hotel booking
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Step 1: Warm-up and Introduction (10 minutes)

Begin the class with a brief discussion on the importance of effective communication in travel and
accommodation arrangements.

Share scenarios where proper hotel booking can enhance or hinder business trips.

Step 2: Vocabulary Acquisition (15 minutes)
Introduce key vocabulary related to hotel booking such as "reservation", "amenities", "check-in",
"availability", and "budget".

Conduct a matching exercise where students pair the words with their definitions and use them in

context.

Step 3: Scenario Presentation (20 minutes)
Role-play a scenario where a staff member must book a hotel for a manager's upcoming trip.
Discuss the key points that need to be clarified before making a booking, such as dates,

preferences, and budget.

Step 4: Skills Development (30 minutes)

Divide students into groups to discuss the factors to consider when choosing a hotel (location,

12
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price, amenities, etc.).

Have each group present their strategy for making a hotel booking based on given requirements.

Step 5: Information Organization (10 minutes)
Teach students how to take notes and organize information effectively for making a hotel booking.

Have students practice organizing a set of hotel details and presenting the information clearly.

Step 6: Critical Thinking and Application (15 minutes)

Encourage students to consider potential issues that may arise during the booking process and how
to address them.

Role-play scenarios where students handle unexpected situations, such as booking cancellations or

changes.

Step 7: Summary and Reflection (10 minutes)
Review the key steps in making a hotel booking and the importance of clear communication.

Discuss the role of attention to detail in successful travel arrangements.
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Step 1: Review and Feedback (10 minutes)

Review the key points from the previous class on hotel booking procedures.

Provide feedback on students' initial attempts at organizing hotel booking information.

Step 2: Vocabulary Enhancement (15 minutes)

Review and introduce new vocabulary related to hotel facilities and services, such as "continental
breakfast", "upgrade", "concierge".

Engage students in exercises to use these new words in sentences that relate to hotel booking
scenarios.

Step 3: Detailed Scenario Analysis (20 minutes)

Analyze a detailed scenario where a hotel booking must be made, considering all the nuances of
the client's needs.

Discuss how to tailor a booking to meet specific client requirements and preferences.

13
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Step 4: Email Drafting (30 minutes)

Guide students in drafting an email to suggest a hotel booking to a manager, including all
necessary details and justifications.

Review the structure of a formal email and the importance of a professional tone.

Step 5: Email Review (10 minutes)

Review the components of a well-structured email and discuss strategies for ensuring clarity and
effectiveness.

Have students exchange emails and provide peer feedback on organization and clarity.

Step 6: Advanced Writing Skills (15 4341

Discuss the importance of a compelling subject line and opening paragraph in an email.

Practice writing strong opening lines for emails that will grab the reader's attention.

Step 7: Conclusion and Next Steps (10 73-4)

Summarize the key elements of effective hotel booking communication through email.
Encourage students to apply these skills when making real hotel bookings or similar professional

communications.
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Unit 3 Draft maintenance instructions
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Step 1: Warm-up and Introduction (10 minutes)

Begin with a brief discussion on the importance of maintenance instructions for drones and other
technical devices.

Share examples of well-written maintenance instructions to engage students' interest.

Step 2: Vocabulary Acquisition (15 minutes)
Introduce key vocabulary related to drone maintenance such as "waterproof”, "battery", "magnet",
and "discharge".

Conduct a vocabulary exercise where students match the words with their definitions and use them

1n context.

Step 3: Scenario Presentation (20 minutes)

Role-play a scenario where students are maintenance engineers discussing the requirements for a
new drone model.

Discuss the key points that should be included in the maintenance instructions based on the
role-play.
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Step 4: Skills Development (30 minutes)

Divide students into groups to brainstorm what information should be included in the drone
maintenance instructions.

Conduct a drafting activity where students write the initial draft of the maintenance instructions,

providing immediate feedback and guidance.

Step 5: Structuring the Instructions (10 minutes)
Teach students how to structure maintenance instructions using headings and subheadings for
clarity.

Have students outline their instructions using a structured format.

Step 6: Critical Thinking and Application (15 minutes)
Encourage students to think critically about safety and practicality in maintenance instructions.

Have students practice incorporating safety warnings and practical tips into their drafts.

Step 7: Summary and Reflection (10 minutes)
Review the key elements of drafting maintenance instructions, emphasizing clarity and usefulness.

Discuss the importance of organizing information logically for easy understanding.
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Step 1: Review and Feedback (10 minutes)

Review the content from the previous lesson, focusing on the structure and clarity of the
maintenance instructions.

Provide constructive feedback on students' initial drafts and discuss areas for improvement.

Step 2: Vocabulary Enhancement (15 minutes)
Review and introduce additional vocabulary related to advanced maintenance tasks, such as
"upgrade", "malfunction", and "troubleshooting".

Engage students in vocabulary games and exercises to reinforce learning.

18
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Step 3: Detailed Scenario Analysis (20 minutes)

Analyze a detailed scenario where students must update the maintenance instructions for an
upgraded drone model.

Discuss the changes and additional information that should be included in the updated

instructions.

Step 4: Finalizing the Instructions (30 minutes)
Guide students in refining their maintenance instructions based on feedback, focusing on language
accuracy and comprehensiveness.

Conduct a final review session where students present their refined instructions to the class.

Step 5: Structuring Review (10 minutes)
Review the structure of the maintenance instructions created in the first lesson and suggest
improvements for better organization.

Discuss how to use headings and subheadings effectively to enhance readability.

Step 6: Advanced Communication Skills (15 71
Discuss the importance of using clear and direct language in maintenance instructions.

Have students practice rewriting complex sentences into simpler, more direct instructions.

Step 7: Conclusion and Next Steps (10 73-4)

Summarize the key elements of effective maintenance instructions and the importance of clear
communication.

Encourage students to apply these skills when writing instructions for other technical devices or

processes.

v HEE R
AN TS T ANLLEY TR AR ST R T IRJE 08, IX R W15 IR ™ dhAH K
IRE AR RIS RO 51 A E VR R T RN S50, 22 A RS B b R Aie Hl 50

19



@ (RIZTARED) X
INLLES R R L AR, KNGS BIEESAT T 1 RSl . SR/, e S4E IR

WA, BIE R BIE > 2B AR LGS BT 182 U7 T A7 A2 PRI ME o SXBR7R B AR R I
URAR B b i ZE it S AF S5 AZARE R TR T o BeAh, SAAEAE AL R 2 A RS Y R it
EENBEAAE G, KT ERARE EIRME 2 ST MR, DGR b 11RIE
RESI M EE Lo

SRR, ASETTI AR T U H bR, AR T L S AR A 4 KR 5 T AL
AITHETE . PR RBARREA RN HE T, DR R AR S AR BREAIN BRSO A LA

20



=

(RIZTARED) X

Unit 4 Present a product upgrading proposal
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Step 1: Warm-up and Introduction (10 minutes)

Begin the class with a brief discussion on the importance of product innovation in a competitive
market.

Share examples of successful product upgrades that have significantly impacted a company's

market position.

Step 2: Vocabulary Acquisition (15 minutes)

non: nmn

Introduce key vocabulary related to product upgrading such as "upgrade", "innovate", "efficiency",
"warranty", and "safety".
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Conduct a vocabulary exercise where students match the words with their definitions and use them

in context.

Step 3: Scenario Presentation (20 minutes)
Role-play a scenario where students are product managers discussing customer feedback on a
water heater.

Discuss the key issues identified from customer feedback and the need for product upgrading.

Step 4: Skills Development (30 minutes)

Divide students into groups to brainstorm ideas for upgrading the water heater based on the
feedback.

Conduct a drafting activity where students write the initial draft of the product upgrading proposal,

providing immediate feedback and guidance.

Step 5: Structuring the Proposal (10 minutes)
Teach students how to structure a proposal effectively using headings and subheadings.

Have students outline their proposals using a structured format.

Step 6: Critical Thinking and Application (15 minutes)
Encourage students to think critically about the feasibility and impact of the proposed upgrades.

Have students practice justifying their upgrades with logical arguments and market research.

Step 7: Summary and Reflection (10 minutes)
Review the key elements of drafting a product upgrading proposal, emphasizing clarity and
persuasiveness.

Discuss the importance of a strong introduction and conclusion in a proposal.

BRI P TR RIS E SRR (90 73D
Step 1: Review and Feedback (10 minutes)

Review the content from the previous lesson, focusing on the structure and clarity of the initial
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proposal drafts.

Provide constructive feedback on students' drafts and discuss areas for improvement.

Step 2: Vocabulary Enhancement (15 minutes)
Review and introduce additional vocabulary related to technology and innovation, such as
"integrated", "condensing", and "recirculation".

Engage students in vocabulary games and exercises to reinforce learning.

Step 3: Detailed Scenario Analysis (20 minutes)
Analyze a detailed scenario where students must refine their proposals based on further market
research.

Discuss potential challenges and how to address them in the proposal.

Step 4: Finalizing the Proposal (30 minutes)
Guide students in refining their proposals based on feedback, focusing on language accuracy and
comprehensiveness.

Conduct a final review session where students present their refined proposals to the class.

Step 5: Structuring Review (10 minutes)
Review the structure of the proposals created in the first lesson and suggest improvements for
better organization.

Discuss how to use headings and subheadings effectively to enhance readability.

Step 6: Advanced Communication Skills (15 minutes)
Discuss the importance of using clear and persuasive language in proposals.

Have students practice rewriting sections of their proposals to make them more compelling.

Step 7: Conclusion and Next Steps (10 minutes)
Summarize the key elements of an effective product upgrading proposal and the importance of
clear communication.
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Encourage students to apply these skills when presenting proposals for other product

improvements or innovations.
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Step 1: Warm-up and Introduction (10 minutes)
Begin the class with a brief discussion on the significance of company presentations in business
settings.

Share examples of impactful company introductions to engage students' interest.

Step 2: Vocabulary Acquisition (15 minutes)

Introduce key vocabulary related to company profiles, such as "overview", "retail", "charity", and
"signature product”.

Conduct a vocabulary exercise where students match the words with their definitions and use them

in context.

Step 3: Scenario Presentation (20 minutes)
Role-play a scenario where students are company representatives preparing for a presentation.
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Discuss the key points that should be included in a company introduction based on the role-play.

Step 4: Skills Development (30 minutes)
Divide students into groups to brainstorm the content for a compelling company presentation.
Conduct a drafting activity where students write the initial draft of the company introduction,

providing immediate feedback and guidance.

Step 5: Structuring the Presentation (10 minutes)

Teach students how to structure a presentation effectively using an introduction, body, and
conclusion.

Have students outline their presentations and discuss strategies for a clear and logical flow of

information.

Step 6: Critical Thinking and Application (15 minutes)

Encourage students to analyze the target audience for the presentation and tailor the content
accordingly.

Have students practice incorporating key points about modern businesses and company

achievements into their presentations.

Step 7: Summary and Reflection (10 minutes)
Review the key elements of drafting a company introduction, emphasizing the importance of a
strong structure and engaging content.

Discuss the role of a captivating opening and closing in a presentation.

SR ARV E R SRR (90 8D

Step 1: Review and Feedback (10 minutes)

Review the content from the previous lesson, focusing on the structure and key points of a
company presentation.

Provide constructive feedback on students' initial drafts and discuss areas for improvement.
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Step 2: Vocabulary Enhancement (15 minutes)
Review and introduce additional vocabulary related to company operations, such as "expansion",
"innovation", and "market share".

Engage students in vocabulary games and exercises to reinforce learning.

Step 3: Detailed Scenario Analysis (20 minutes)
Analyze a detailed scenario of a company's history, products, and social responsibilities.

Discuss how to effectively communicate this information in the presentation.

Step 4: Finalizing the Presentation (30 minutes)
Guide students in refining their presentations based on feedback, focusing on clarity, fluency, and
persuasiveness.

Conduct a final practice session where students deliver their refined presentations to the class.

Step 5: Presentation Review (10 minutes)
Review the presentations created in the first lesson and suggest improvements for better
engagement and impact.

Discuss how to use visual aids and body language to enhance the presentation.

Step 6: Advanced Communication Skills (15 minutes)
Discuss the importance of storytelling and emotional connection in a company presentation.

Have students practice creating a narrative that weaves through the company's journey and vision.

Step 7: Conclusion and Next Steps (10 minutes)
Summarize the key elements of an effective company presentation and the importance of practice
and revision.

Encourage students to apply these skills in future business presentations and networking events.
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Step 1: Warm-up and Introduction (10 73-%¥)

Begin the class with a brief discussion on the significance of effective customer service and

complaint handling in business.

Present real-life scenarios where prompt and considerate responses to customer complaints have

turned dissatisfied customers into loyal advocates.

Step 2: Vocabulary Acquisition (15 43%1)

Introduce key vocabulary related to complaint handling and email communication, such as

nn

"complaint", "compensation", "sincere apology", and "escalate".
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Have students participate in a matching exercise to associate these terms with their definitions and

use them in context.

Step 3: Scenario Presentation (20 741"

Display the email complaint from the customer and discuss the issues mentioned, including the
faulty printer and the repairman's no-show.

Break the class into small groups to discuss possible actions the company could take to resolve the

complaint.

Step 4: Skills Development (30 73-4)

Divide students into groups and assign each group to draft a response email to the customer
complaint.

Guide students through the process of empathetic listening, problem-solving, and crafting a

professional response.

Step 5: Mind Mapping (10 73-%})

Teach students the technique of mind mapping to organize their thoughts and plan the structure of
their email response.

Have students create mind maps highlighting the key elements of an effective complaint

resolution email.

Step 6: Critical Thinking and Application (15 73-%})
Encourage students to think critically about the customer's perspective and how to address their
concerns with empathy and professionalism.

Practice reframing negative complaints into positive solutions within the email responses.

Step 7: Summary and Reflection (10 43%})

Review the essential components of a complaint resolution email, emphasizing the importance of
a timely, empathetic, and solution-oriented approach.

Discuss the impact of effective complaint handling on customer satisfaction and brand reputation.
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Step 1: Review and Feedback (10 73-4)

Begin with a review of the previous session, focusing on the structure and tone of complaint
response emails.

Provide feedback on students' draft emails, highlighting areas for improvement and recognizing

strong points.

Step 2: Vocabulary Enhancement (15 71

Review previously introduced vocabulary and introduce additional terms such as "refund",
"replacement", and "guarantee".

Engage students in interactive exercises to reinforce the use of these terms in complaint resolution

contexts.

Step 3: Detailed Scenario Analysis (20 473-%1)

Discuss the follow-up actions taken by the company, such as the repairman's visit and the
customer's feedback.

Analyze the effectiveness of the company's response and identify any areas where the

communication could be improved.

Step 4: Finalizing the Announcement (30 43-%)

Guide students in revising their email responses based on feedback, ensuring the language is clear,
concise, and empathetic.

Conduct a mock email exchange where students role-play as both the customer service

representative and the customer.

Step 5: Mind Mapping Review (10 73-4)
Review the mind maps from the first lesson and encourage students to add details that reflect the
feedback and improvements discussed.
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Discuss how a well-structured mind map can streamline the email writing process and enhance

clarity.

Step 6: Advanced Communication Skills (15 71

Discuss the nuances of effective business communication, including the use of positive language,
active listening, and the importance of follow-up.

Have students practice refining their email responses to demonstrate these advanced

communication skills.

Step 7: Conclusion and Next Steps (10 73-4)

Summarize the key takeaways from the lesson on crafting complaint resolution emails and the
importance of excellent customer service.

Encourage students to apply the skills they've learned to real-world scenarios and future

professional communications.
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Step 1: Warm-up and Introduction (10 73-%¥)

Begin the class with a brief discussion on the role of market research in business decision-making.
Present real-world examples of how market research has influenced product development and

marketing strategies to engage students' interest.

Step 2: Vocabulary Acquisition (15 73-%})
Introduce key vocabulary related to market research, such as "qualitative", "quantitative", "survey",
"data analysis", and "report".

Conduct a matching exercise where students associate the terms with their definitions and use

them in context.

Step 3: Scenario Presentation (20 741"
Present a scenario where the class is divided into teams to work on a market research project for a
new product launch.

Discuss the scenario, focusing on the research objectives, target audience, and expected outcomes.

Step 4: Skills Development (30 73%+)
Guide students through the process of designing a market research questionnaire, emphasizing the
importance of clear and relevant questions.

Have students practice creating questions and discuss the rationale behind their choices.

Step 5: Mind Mapping (10 73-%)
Teach students how to create a mind map to organize the structure of a market research report.

Have students share their mind maps and discuss how to ensure a logical flow of information.

Step 6: Critical Thinking and Application (15 73-%})
Encourage students to think critically about the data they might collect and how to interpret it to
draw meaningful conclusions.

Practice exercises where students analyze hypothetical data and suggest recommendations.
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Step 7: Summary and Reflection (10 43%})

Review the key components of a market research report, emphasizing the importance of a clear
structure and objective analysis.

Discuss the role of market research in shaping business strategies.

BRI TR S E SR (90 708D

Step 1: Review and Feedback (10 73-4)
Review the content from the previous lesson, focusing on the structure and purpose of a market
research report.

Provide feedback on students' initial drafts, highlighting areas for improvement.

Step 2: Vocabulary Enhancement (15 7781
Review previously introduced vocabulary and introduce new terms such as "demographic",
"trends", and "forecast".

Engage students in vocabulary games and exercises to reinforce learning.

Step 3: Detailed Scenario Analysis (20 473-41)
Further explore the scenario from the first lesson, discussing potential challenges in data collection
and analysis.

Discuss how to address these challenges and ensure the reliability of research findings.

Step 4: Finalizing the Report (30 771
Guide students in refining their reports based on feedback, focusing on clarity, coherence, and the
effective presentation of data.

Conduct a final review session where students present their reports to the class.

Step 5: Mind Mapping Review (10 73-4)
Review the mind maps from the first lesson and refine them with additional details from the
completed reports.
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Discuss how to use the mind map to improve the organization and presentation of the report.

Step 6: Advanced Communication Skills (15 7781
Discuss the importance of clear and persuasive language in research reports and how to engage the
reader's interest.

Have students practice revising their report introductions and conclusions for maximum impact.

Step 7: Conclusion and Next Steps (10 73-4)
Summarize the key learnings from the unit on writing market research reports.
Encourage students to apply these skills in their future academic and professional work,

emphasizing the value of market research in decision-making.

+. e

FEARBRITTIEAT, BIEE T T RBHR S R a ARG 1, AT AR H sk
B BT R B ot Kol 2R S AR At A . ECRE], B RN MERL A i L
AR (AR R AR AN I R B T TS R N5t o ARK, FRAT S48 0 5 2 SEFR S B 4
CASR i A1 0 i AR BRI RE ST o SRk, FRABIER R, b2 A AT B B SB[ R PP o X
THRIHMUATR SR BRIV B A% BARRE 2 L e #Ees ik, U
fledt 22 A AR SR RIS 2] o B R, ABITHRIR 1 7 R BE D R SR P R B2, JF N
FHRM T ERISKEN S, B EARRKEE AP RS —d R

44



=

(RIZTARED) X

Unit 8 Advertise a product

—., FiENR T B R 45 il K e
. 4 £ (180 4351

=. #EHb

1. iR HFx

T MG 2R ) ORI YL HR ), EAE bR
B3 H5AUTEI S H .
77 R A T AR B AT R A A T S R TR B
FPIEREAE

HpRmisp i fg: SARMFTIRYE B AR 7 BEAR B0RS ROR BT i

3

JUEEEAER TN A R R Bl S
M ZE S

2. $EREH bR

TR YIRS G NS R, BiEANE TR
BT R AN AL

W tr: FiFReEE b H bs i 3 30 AR i 37 /5 R Bt 5 1 Re
7o

MBS e RIS A 2 1038 5 NS T TUE AT A R0A I8 4
RE -

BN MR DR : BRI AR T 5 B A PR R A& 1)

TS

3. BECHR

M TEROR: BTS2, SRR AL R A 2 A
P TUES
PAEHE: BFRsA AR R SE ST 5, AT iR, Ak
B E

IOREIR: Sl 2 S T B AR RIS, A0 Y AT R SRR

45




(BRIFSKRARIED) X

MR LR
A E S TR E 2 G AR A L, B R AR AR
AT NGRS R ER

M. HEFEES Mo TR R I E A, SRR A MY AR R AR S A
W TUES
PAEHE: BFRsAEAE  Th e ST 5, AT R iR, Sk
B E
WOREOR: Sl A AR P EARIAMRER S, A AT RS R
WORA SRR .
AL EE: WA P R 2290 A GO, SRR A AR ST
GANKECIPNEEINEEER

hi. BEEAER QIR BYERIR: |7 R EOR QBN BE, A4 T R A3

P I i R RIS 513 B 5 T B B PE-

TR EEWSINR SR G EL A IEHIE S MR
oy MBI R B e, X AR AT REE — MR
SATTEREBIN : RS EASCIL IR, JCHR IR A £ SR
B AR RR N B BR)  EE, 2A A R AT et — B R R4
RE -
JUE B IR AR EBERAE S B AR, JFRYE
J7 i H AR AT I e X AT RE R BT 2 I SE R AR IR M 5
B934 -

wid o 7580
0: 0068

£ Rk

PEMUARAE: Bt —AMABRET &R
ek A2 -

46




(RIZLAREZ) #HE

RBEARAE — S A HUNE R R T3 3778 A5 S 21 28, 2 ot 1 — R
R CMMELR o ARAESS VIR 8 S — BRI R 5 3, T
MR E A

FEMLE K :

UM A B R S I 12 AN RS, LR R ) sk R
JoE I UmAEE SRR T 2R

PEE S RPN EMERE )R,

e W 5V T D AR 1

IS fRl A IR T il (RS RO AL

M5 —MEE. ZickHS,

85 A BB 2RI i ) e 1 A

QIERE: At WSS T3k, UK &S CRE NS
1 -

RAER:

BRI &S CRBAE— 7K A4 AR s E R — Ik B A
ORI T, @SSR R A

AN i

> PR RRA (25%) ¢ SR RETS R R T RAE T w1 B A

> RGN (25%) « JTECEZETE SRS ANRIRREL 15,
HE5AiTzh 5 H.

> QIESEFEM 25%) « XREGAGOE, BE&6Es).
.

> Hirdip@E itk (25%) « SCEZABAE HART 0 RN .

I~

VAN & Suk

BRI T SCRAHER 5 EAL (90 28D

Step 1: Warm-up and Introduction (10 43-%)

Begin the class with a brief discussion on the role of advertising in marketing.

Share examples of successful advertisements to stimulate students' interest in creating their own

ads.
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Step 2: Vocabulary Acquisition (15 73-%})
Introduce key vocabulary related to advertising, such as "headline", "slogan", "call to action", and
"target audience".

Conduct a vocabulary exercise where students match the terms with their definitions and use them

in context.

Step 3: Scenario Presentation (20 741"
Present a scenario where students are tasked with creating an advertisement for a new product.
Discuss the scenario in groups, focusing on the product's features, target market, and the message

the ad should convey.

Step 4: Skills Development (30 73%+)
Guide students through the process of identifying key selling points of a product.
Have students practice writing headlines and slogans that capture the product's unique value

proposition.

Step 5: Mind Mapping (10 73-%})
Teach students how to create a mind map to organize the structure of an advertisement.
Have students share their mind maps and discuss how to ensure a logical flow of information in

the ad.

Step 6: Critical Thinking and Application (15 73-#)
Encourage students to think critically about the target audience and how to appeal to their
preferences and needs.

Have students practice tailoring their ad messages to the target audience's lifestyle and values.

Step 7: Summary and Reflection (10 7341
Review the key components of an effective advertisement, emphasizing the importance of a
compelling headline and a clear call to action.
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Discuss the role of creativity in advertising and how it can influence consumer behavior.

R TECRMER SRR (90 8

Step 1: Review and Feedback (10 73-%H)
Review the previous lesson's content, focusing on the structure and elements of an advertisement.

Provide feedback on students' initial drafts of ad copy, highlighting areas for improvement.

Step 2: Vocabulary Enhancement (15 7781
Review previously introduced vocabulary and introduce new terms such as "brand image",
"unique selling proposition", and "demographics".

Engage students in vocabulary games and exercises to reinforce learning.

Step 3: Detailed Scenario Analysis (20 473-4)
Further explore the product and target audience from the first lesson, discussing potential
challenges in advertising and how to address them.

Discuss how to create a consistent brand message across different advertising mediums.

Step 4: Finalizing the Advertisement (30 771
Guide students in refining their ad copy based on feedback, focusing on clarity, creativity, and
persuasiveness.

Conduct a final review session where students present their advertisements to the class.

Step 5: Mind Mapping Review (10 73-4)
Review the mind maps from the first lesson and refine them with additional details from the
completed ads.

Discuss how to use the mind map to improve the organization and impact of the advertisement.

Step 6: Advanced Communication Skills (15 7781
Discuss the use of storytelling and emotional appeal in advertisements, and their impact on
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audience engagement.

Have students practice incorporating these elements into their ads to create a more compelling

narrative.

Step 7: Conclusion and Next Steps (10 43-%¥)
Summarize the key learnings from the unit on advertising, emphasizing the importance of
understanding the target audience and crafting a message that resonates with them.

Encourage students to apply these skills in their future marketing and communication efforts.
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Unit 9 Negotiate prices
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Step 1: Warm-up and Introduction (10 43-%)

Begin the class with a brief discussion on the importance of price negotiation in business settings.

Share real-world examples of successful and unsuccessful negotiations to spark interest.

Step 2: Vocabulary Acquisition (15 41

Introduce key vocabulary related to price negotiation, such as "counteroffer", "discount", "budget",

and "competitive price".

Conduct a matching exercise where students connect the terms with their definitions and use them
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1n context.

Step 3: Scenario Presentation (20 4)%})
Present a scenario where a buyer is negotiating the price of office equipment with a seller.
Discuss the scenario in groups, focusing on the buyer's needs, the seller's costs, and the

negotiation process.

Step 4: Skills Development (30 73-4)
Divide students into pairs or groups to role-play a price negotiation, encouraging them to use the
vocabulary and strategies discussed.

Provide immediate feedback and guidance on their negotiation techniques.

Step 5: Strategy Mapping (10 73-%1)
Teach students how to create a strategy map for planning a negotiation, including objectives,
concessions, and closing arguments.

Have students share their strategy maps and discuss different approaches to negotiation.

Step 6: Critical Thinking and Application (15 73-%})
Encourage students to think critically about the factors that influence pricing decisions and how to
communicate these effectively.

Have students practice justifying their positions using logical arguments and market data.

Step 7: Summary and Reflection (10 43%})

Review the key points of effective price negotiation, emphasizing preparation, strategy, and
communication.

Discuss the importance of understanding both parties' perspectives in reaching a successful

agreement.

5 URE s AR RIS S VP (90 3
Step 1: Review and Feedback (10 73-4)
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Review the key concepts from the first lesson, focusing on negotiation strategies and language
use.

Provide feedback on students' role-play performances and discuss areas for improvement.

Step 2: Vocabulary Enhancement (15 7781
Review and expand the vocabulary related to price negotiation, introducing terms like "margin",
"negotiable", and "stakeholder".

Engage students in interactive exercises to reinforce vocabulary retention.

Step 3: Detailed Scenario Analysis (20 43-%1)

Present a more complex negotiation scenario involving multiple stakeholders and conflicting
interests.

Discuss the scenario, exploring different strategies for managing the negotiation and reaching a

consensus.

Step 4: Finalizing the Negotiation (30 73-%})

Guide students in refining their negotiation strategies based on feedback, focusing on effective
communication and persuasion techniques.

Conduct a final role-play session where students apply their refined strategies in a mock

negotiation.

Step 5: Strategy Mapping Review (10 73-%})

Review the strategy maps from the first lesson and update them with new insights gained from the
role-play.

Discuss how to adapt strategies based on the dynamics of the negotiation and the reactions of the

other party.

Step 6: Advanced Communication Skills (15 71
Discuss advanced communication techniques such as active listening, empathy, and the use of
silence in negotiations.
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Have students practice these skills in a controlled exercise, providing feedback on their

application.

Step 7: Conclusion and Next Steps (10 734)

Summarize the key elements of successful price negotiation and the importance of continuous
learning and practice.

Encourage students to apply these skills in future business interactions and to reflect on their

personal negotiation styles.
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Unit 10 Process claims
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Step 1: Warm-up and Introduction (10 73-%¥)
Begin the class with a brief discussion on the significance of handling claims in business settings.

Share real-world examples of business claims to engage students' interest.

Step 2: Vocabulary Acquisition (15 73-#})

Introduce key vocabulary related to claim processing, such as "claim", "damage", "compensation",
and "force majeure".

Conduct a vocabulary exercise where students match the terms with their definitions and use them

1n context.
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Step 3: Scenario Presentation (20 4341

Present a scenario where a customer has filed a claim for damaged goods received.
Discuss the scenario in groups, focusing on the claim's details, the customer's expectations, and

the company's potential responses.

Step 4: Skills Development (30 73-4)

Divide students into groups to role-play a claim handling situation, with one group member acting
as the customer and another as the company representative.

Provide immediate feedback and guidance on their communication strategies and problem-solving

approaches.

Step 5: Mind Mapping (10 73-%})

Teach students how to create a mind map to organize the steps and considerations for handling a
claim.

Have students share their mind maps and discuss strategies for a systematic approach to claim

resolution.

Step 6: Critical Thinking and Application (15 73-%})

Encourage students to analyze the implications of accepting or rejecting a claim and the impact on
customer relations.

Have students practice justifying their decisions using logical arguments and considering ethical

implications.

Step 7: Summary and Reflection (10 7341
Review the key points of effective claim handling, emphasizing clear communication and
customer satisfaction.

Discuss the importance of empathy and professionalism in resolving business disputes.

BBURE R F SRS SR (90 4ED

60



@ (PUFTREEZ) HE
Step 1: Review and Feedback (10 43-%¥)

Review the previous lesson's content, focusing on the structure and language used in claim
handling.
Provide constructive feedback on students' role-play performances and discuss areas for

improvement.

Step 2: Vocabulary Enhancement (15 7781
Review and introduce new vocabulary related to legal terms in claim processing, such as
"liability", "exemption", and "insurance".

Engage students in interactive exercises to reinforce vocabulary retention.

Step 3: Detailed Scenario Analysis (20 473-%1)

Present an extended scenario involving a complex claim situation with multiple factors
contributing to the issue.

Discuss potential strategies and challenges in resolving the claim, emphasizing the importance of

clear documentation and communication.

Step 4: Finalizing the Claim Response (30 77-%})
Guide students in drafting a formal response to the claim based on the scenario, focusing on clarity,
professionalism, and legal considerations.

Conduct a final practice session where students present their responses to the class.

Step 5: Mind Mapping Review (10 43%H)
Review the mind maps from the first lesson and refine them with additional details relevant to the
claim response.

Discuss how to effectively use the mind map to structure a comprehensive and persuasive claim

reply.

Step 6: Advanced Communication Skills (15 7781
Discuss the importance of tone, empathy, and clarity in written communication, especially in
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sensitive situations like claim rejections.
Have students practice adjusting their language to convey empathy while maintaining

professionalism.

Step 7: Conclusion and Next Steps (10 43-%¥)

Summarize the key elements of a well-structured claim response and the importance of
maintaining good customer relations.

Encourage students to apply these skills in future business interactions and reflect on their learning

experience.
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