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Report on Implementation of an Open Class
Business English I
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Abstract

The purpose of this paper is to report on an open class Business English I,
conducted in the Department of Secretarial Studies at Takamatsu Junior College on
June 11, 2012. Business English I is one of the elective subjects in the department and
the aim of the class is to teach English expressions and knowledge used in various
business situations. Also, this class provides students with the opportunity to get ready
for the TOEIC test.

This paper reports on the outline of the open class and attempts to show some of the
pedagogical implications for further teaching.
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Unit 4. Model Conversation

A: Hello, Wahoo Corporation. This is Nacko Yamada speaking.

B: This is Chang Lee from China Corporation. Could | speak to Mr. ioka?
A:I'msorry. Heisnot available right now. May | take a message?

B:Yes. Could you ask him to call me back?

A:Sure. May | have your name again?

B: It's Chang Lee.

A: How do you spell your name?

B: Chang, C-H-A-N-G, Lee, L-E-E.

A:L asinLondon?

B:Yes.

A: And may | have your phone number?

B:Sure. It's area code (03)3274-6921.
A: I'll pass along your message. Thank you for calling.

TEE£ ¥ (2011), TFirst Steps to Office English] ,CENGAGE Learning

Useful Expressions — F7esh—

I'm sorry.
EEWESBP T, He is in a meeting right now.
WEREFALTVET, She is away from her desk right now.
WEBEFRICBY EEA, He is out of the office right now.
1B CTRAICHTWET, He's out to lunch until one o'clock.
BB cHTVWET, She is on another line.
WEHBR T, He is on a business trip now.
&BBEECRETT. She is out of the office till Friday.
SRIHRATHET, He is off today.
LOBhELE, He's gone home already.

PASF£if(2007), [EVRAT L OREDOXBREAK|  ~LHIE
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[EHl2)] BEBRENEETY > b

Office English Unit 4

No.: Name:

» Listen to the CD and fill in the blanks with appropriate phone numbers.

(1) House number is

(2) Did you say the number was ?

(3) Please call

(4) Who said the number was ?

(5) | know the phone number was

» Telephone English: Spelling names, places, and numbers.

(1) Where did the caller see the advertisement? (5) What's the apartment number?
A. Inamagazine.

B. Inanewspaper.

(6) What's the city and state?
C. Ontheinternet.

A. Newcasdle, NewYork.
B. Newcastle, NewYork.

(2) How long is the course?
C. Mewcastle, NewYork.

A.  One month.
B. One week.

(7) What's the ZIP code?
C. Oneyear.

(3) What is the number of the caller’s house?
(8) What's the caller’s first name?

(4) What's the street name?
(9) What's the caller’s last name?
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