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(b OO0 0OO General ways and means of English communication will be studied. This class will be geared

to students who have a low level of English and wish to improve upon their spoken English.

(o DO0OO0O0OO In this class it is expected that the students will improve upon their spoken English

skills using their latent English knowledge as well as new vocabulary and speaking strategies.

b 0000000 OO0O0OO0OO0O0O0O Students must be able to explain terms in easy to understand
English (M O0O00O00OO0O Students must want to communicate with others in English. (10000

00 Students must be able to work in groups of students and not be shy about expressing themselves.
b JO0ODOOOODDO Every week different topics of conversation will be covered.

e DOOO0OOO0OODOOOOODOODOOODOODOOOOOOOD0

10 00 Greetings and Talking about oneself 0 0 WH-Questions and simple present tense
20 00O Describing things O O Simple Present Yes/No questions

30 O O Asking for and Giving Directions 0 O Prepositions of Location

40 0 0O Expressing thanks and Shopping 0 [0 Numbers and Ordinal Numbers
50 0 0O Offering help; making requests 0 [0 Counters

60 0O 0 Talking about Routines O O Adverbs of Frequency

gn 00O Interviewing Someone O O Simple present; WH-Questions

80 OO Telling time O O WH-Questions; "usually”

90 O O Describing people O 0 Present Progressive Tense
100 0 O Describing present states 0 [0 Simple pleasant and Adjectives
110 0 O Asking for opinions 0 [0 "better than”; singular and plural nouns
120 00O Giving Reasons and Opinions [0 0 Likes and dislikes; preferences
130 0 0O Talking about past events O 00 Simple past and present perfect tenses
14 0 0 0 Making comparisons [0 0 Comparatives
150 0 0 Talking about the weather 00 O more work with adjectives

Ooooooooooooogog

e JOOOOO (OO) Class participation 40 O Homework 20 O Periodic Quizzes 20 O Final test 20

O Students who are absent for 5 class periods will automatically fail.

(b DO0OD0OOO OOOO Speaking First, by N. Brinks,
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0000 000000000000 0000000o00o0O00 100020000

20 00 How to use a PC and yueigocom 00 0000000000 0OODOOOOODOOOOO
Oo0oopoooooooO Oooodo o oogo o

30 OO Student Recipes 00 DOO0OOOD—000D0O000O OOOOO O ODODOO O

40 00O Part-time Jobs 00 000000000000 DDOODDOODODOOOODODOO OOO
000 opoo o

50 OO0 Student Health OO0 OOOO0OOOOOOOQOOOOOOOOO OOoOOO O OQOO
u

60 OO0 Yamaguchi Festivals 00 D00 0O0O0O0O0D0OOO0OOOOOO0ODO0O ODO0DOOO O OO
oo o

70 OO0 Student Apartments 00 000000000000 O0O0OCOOOOOOOOOO QOO
ubo0Oodgogad

80 00 Your Yamaguchi 00 O0OO00OO0OOOOOOOOOOOCOOOOO DOooboOo OO
goo o

90 00 Japanese Culture OO0 OOOO0OOOOOOD OOOOO O DOOO O

100 00 Courses and Credits 00 OO0000O00OCODOOCOO0OO0OOCOOOOOOOO0 boOod
oboooon

110 00 Yamaguchi Nature OO0 ODO0OO0O0OO0OO0O00O0OO0DOOOO ODOOOO O OO
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(b 0000000 OOOO English SpeakingD 0000000000 0OQO O, Timothy Takemoto, Timothy
OTakemotod 000000 ODDOO0ODOODOOOOOODOOOOODOOODOOODOOOO
000000 English for Students00 000000000 OOO0O

e DOOODO ODODDOOODOOOODOOOODOOOOOOOO0D0OD

b JO0DODOOODOODDO ODOODOOOOCOODOODOOOODDOD timothy@nihonbunka.com O
oOooooo0oooODbbOOoO0Oo0oooboO0o0oobDbOOobo0oboO00ooOb0bDboO000O00 chattorru-mu.com
00000000 0OoOoOooOO0O00 YufeeecomOOOOOOO
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(b 00000 Writing in English and other forms of English within a business context will be emphasized.

(o JO0OODOO0O By placing themselves in hypothetical business situations, students will be able to write

using E-mail in English appropriate to various office situations.

o DO0OO0OOOOO OODODOOOOOO The forms and conventions of business correspondence, mainly by
Email will be studied. 000 O OO The more that students are willing to stretch their knowledge of

English and unburden themselves of the fear of making mistakes, the better their English will progress.

(000000000 Personal expression in differing business situations will be maximized.

o DO0OOOOODODO Each week diffferent types of business correspondence will be covered and students

will submit weekly their weekly homework via E-mail.

e DOOO0OOOODOOOODOODOOODOODOOOOOOODn

o 10
o 20
g 30
0 40
g 50
O 60
o 70
O 80
o 90
0100
0110
g 120
0130
0140
0150

OO Introducing business E-Mail 0 O Class introduction 0 00 0O About Yourself

0O Letter of Application 0 0 Email at Work: chapters 1 and 2 000 00O Cover Letter O
000 (describing jobs)

O O Requesting Information 0 O Email at Work: chapter 3 0 0 0O 0O O Letter of Inquiry O
000 (conference talk)

O O Requesting Information cont. 0 O Email at Work: chapter 3 00 0 OO Second Letter
of Inquiry 00 O 0O (facts and figures)

O O In house correspondances 0 00 Email at Work: chapter 4 00 0 OO Short Memo O O
00 (personal profiles)

0 0O In house correspondances cont. [0 0 Email at Work: chapter 4 0 0 0 O 0O Long memo
0000 (company overview)

00 Negotiating 0 O Email at Work: chapter 5 000 00O Counter Offer 0O O O (tele-
phoning)

00 Giving information 0 00 Email at Work: chapter 6 00 0O 0O 0O Sales Letter 0 00 0O
(product detail)

00O Giving Information cont. 0 O Email at Work: chapter 6 0 00 OO Second Sales Letter
0000 (organizing an event)

00O Expressing dissatisfaction 0 0 Email at Work: chapter 7 0 0 0O 0O 0O Complaint Letter
0000 (checking progress)

0 O Dissatisfied Customers [0 0 Email at Work: chapter 8 0 0 0 O O Apology Letter O O
00 (dealing with complaints)

00O Delinquent Accounts 0 0 Email at Work: chapter 9 00O 0O O Collection Letter O O
00 (solving a problem)

O O Sales letters and responses O O Email at Work: chapter 10 0 00O OO Answering a
Letter of Inquiry 0 0 00O (making predictions)

00 Written letter form O 0O handout O 00O (arrangements)

00 Comprehensive Review

b DOOOOO (OO) Grades will be based on the following: Weekly Homework 40 O Final Test 40
O Class Participation 20 O

(o DOODOOOO OOOO Email at Work, Schneer, MacMillan[l Quick Work, ,
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o JO0OODOOO OO00O0O Fahrenheit 451, Ray Bradbury, Ballantine Books, 1991 00 O0O0OO OO 451

o,000000000,0000,197%0

b JO0ODODOODDOODOO e-mail: kamogawa@yamaguchi-u.ac.jp OO0 0O: OO0 A207
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