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Language (25 min)

Voeabulary
(2 min) Say these words aloud:
1 wear 2 make 3 take
4 eat 5 receive 6 send
7 attend 8 work 9 use
Phrases
(3 min) Practice these phrases for describing actions:
1 2 \}‘ \k 3
wear suits make personal
calls

4 5&4 5
ey

eat on my desk receive personal

emails
| S m q
attend client work on use the
meeting weekends company

)

(5 min) Practice these interactions about office rules.

1 Qe

Should I wear suits?

A:z Yes, you should. | No. You don’t have to wear suits. |

: Can I eat on my desk?

A2z Yes, you can. | No. You shouldn’t eat on your desk.

u,
©

: Do I have to work on weekends?

As: Yes, you can work on weekends.
| No. You don’t have to work on weekends.

Conversation
A. (3 min) Read the dialogue in pairs; switch roles and repeat:

A: Please attend the client meeting tomorrow.
B: Okay. Should I wear suits?

A: No. You don’t have to wear suits.

B: Can I use the company car?

A: Yes, you should.

B: I understand. Thanks.

B. (7 min) Practice discussing office rules in pairs. Student A ask
any of the rules below; Student B responds to Student A. Switch
and repeat.

w
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take personal

wear suits

make personal
calls calls

4 -, 5 Q 6
S \

eat on my desk receive personal

emails
| | m I |
attend client work on ust
meeting weekends comp

Roleplay (10 min)
Breakout in pairs; perform the following roleplay task:

Role A: Imagine you are a new employee at your company. .1
coworker about rules about:

Discussing

Office Rules

Business Communication | Beginner

3. [your original idea 4. [your original idea)

Role B: Help out a new coworker understand some office rules at your

company.

Switch roles and repeat. And then, switch breakout rooms and perform
the tasks again with other role play partners.

Applied Practice (10 min
Think of some other situations where you talk about rules and role-play

them with a partner.

e.g. home rules, school rules, traffic rules, airport rules, train station
rules, etc.

R

1. using your own computer 2. starting work €

Feedback (5 min)

The instructor p feedback on the foll

ing points:
e Pronunciation and Fluency

e Language Resource

e Discourse Management

o Task Achievement
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gi*z .U- >7°) lf ( I:I:I ﬁ‘& . E ﬁ%gﬁ) ;":u sould take it easy.

Language (25 min)

Vocabulary
(2 min) Say the words aloud. Daily Conversation | Intermediate
ache sore hurt stuffy runny Conversation
stiff rash s fever out A. (5 min) Read the dialogue in pairs; switch roles and repeat:
Phrases B: Are you okay?
(3 min) Say the phrases aloud. A: | don't feel well. My stomach hurts, and | have a headache.
. B: Oh... What happened? Roleplay (10 min)
e You'have to Son dentiet A: 1 went out for drinks with coworkers last night. o ‘
* You should see a dentist B: Well, you have to drink lots of water. And you should take it ea: 5 R the 2 it ;
. . ” Role A: Your flatmate looks unwell. Check on him/her and then give
e You could see a dentist. A: Thanks. | will. bt Sppic it ML),
« Why don’t you see a dentist?
Role B: You don't feel well. Tell your flatmate what is wrong, and then
- i - listen to his/her advice. You may refer to the following pictures for
Sentences B. (10 min) Practice in pairs. Student A says how he/she feels; ideas, or use your own original idea.

B gives him/her advice. Switch roles and repeat.
(5 min) Your friend has a terrible toothache. Using the appropri
phrase from above, take tums in giving her the following advice: 1

4

Switch roles and repeat. And then, switch breakout rooms and perform

1 brush her teeth

/

headache

2 put cold compress

3 gargle with water with sait

4 take a painkiller

Applied Practice (10 min)

Think of some other situations where you give advice about a condition
and role-play them with a partner. Start the conversation by asking
"what's the matter?”

e.g. hay fever, allergies, a cold, food poisoning, dry eyes, i
frozen shoulder, etc.

5 chew garlic

sore throat

3 6 i
=K
2

nauseous Feedback (5 min)

The i provi feedback on the ft ing points:
e Pronunciation and Fluency
e Language Resource

e Discourse Management
e Task Achievement
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