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Basic Level English

[English version]



Basic Level English.

This course will be 32 hours long and will be run over 16 Units
After “Unit 1” the first 15-20 minutes of each class will be a review of the previous class.
Students will be required to keep a Units log of new words they learn in each class. The

teacher will do random checks to see the students keep this up.

Required classroom items. pens/ pencils, notebook, flip card for vocabulary a dictionary.

Unit 1: Self Introductions. = = = = ¢ © ¢ o ¢ o o o o o o o o o o o o o 4
The aim of this lesson will be to provide the students a base were they will be able to talk/
write freely introducing themselves and cover what and what not maybe appropriate to

say.

Unit 2: Specialist Vocabulary = = * =+ = ¢ ¢ ¢ ¢ o o o o o o o o o o o o o 6
The aim of this class is to introduce a wide range of specialist vocabulary related to
system engineering. A lot of words are already used in katakana so the goal here is to

introduce English spellings and pronunciation of these words.

Unit 3: Everyday Useful Words. = * = = * = ¢ = ¢ ¢ o o s o o o o o s o o & 9
The aim of this class will be to introduce, or even re-introduce basic words they can be
helpful in the work place. Ranging from simple verbs like “I want” “I need” etc through

to nouns like “photocopier, cafeteria”
9

Unit 4. Grammar and Punctuation. (this will be a 6 hour section split over 3 Units)

The aim of this class is to introduce some of the basic grammar in English such as
sentence order like SVO ( subject verb object), basic verb tenses and punctuation (uses of
commas, exclamation marks capitalization etc.)

The idea will be to keep to the more simple rules of grammar so as not to overwhelm the

students.

Unlt 5: Grammar Part 2. oooooooooooooooooooooooo 14

The aim of this class will be to continue on from the previous Unit.



Unit 6: Future Tense - “Will” and “Going to”. » « =+ = ¢ ¢ ¢ ¢ ¢+ ¢ ¢ « o + « 18
This will be the third part of the three-Unit grammar section.

Unit 7: Key Word Focus Part 1. = = * = ¢+ o o o o o o o o o o o o o« 7]
This is also a 4 hour section split over 2 Units, and is an extension of the grammar
classes.

The aim of this class is to encourage students to develop a skill of locating key words in

written sentences in order to understand what is be communicated.

Unit 8: Key Word Focus Part 2.+ = * = ¢ ¢ ¢ ¢ o o o o o s o o o o s+ «2h

This a continuation of the previous Units class and will be a lot more student drill based.

Unit9O: E-mail. * ¢ * © * * ¢ o o ¢ o o o o o o« o o s s o s o s s o « 298
The aim of this class is to increase the students’ abilities to be able to read a variety of
e-mail communications ranging from personal e-mails through to business ones.

This is also a two Unit section. The first Unit the students read through e-mails with the

teacher and receive explanations of the transactions.

Unit 10: Reading E_mail. . e o o o o e o o o o o e o o o o e o o o o * o 34

This will be a continuation of part 1 and will be based more on comprehension drills.

Unit 11: Business Writing. = =+ =« ¢ = ¢ = ¢ o ¢ o ¢ o o o o o o o+« 30
The aim of this class will be to develop the students’ abilities to construct business related

e-mails.

Unit 12: Writing E-mail. . . . . . . . . . . . . . . . . . . . . . . . . . 43
The aim of this class is to develop students’ abilities to construct e-mails based on a more
personal level.

Unit 13: E-mail Responses Part 1. (This will be a six-hour section over 3 Units.) * * 48
The aim of these classes will be to expand the skills the students learnt in the e-mail
reading and e-mail writing sections.

This will be done by providing the students with different scenarios of workplace e-mails
in which they must send an initial reply to, and also continue a line of correspondence
with the sender.

The first Unit will be mostly teacher led explanations and examples to be looked at, at a

class level and discussed.



Unit 14: E-mail Responses Part 2.+ = = ¢ =+ = = ¢ ¢ o o o o o o o o o o o o 53
This will be a continuation of Unit one where the focus will start to shift from the teacher
centric position to a more student based one. Students will be provided with example
e-mails and will have to think of ways to respond to the e-mail. The replies will then be
discussed by the class as a whole with correct model answers to be provided by the
teacher.

Unit 15: E-mail Responses Part 3.+ = = ¢ ¢ = = ¢ ¢ o o o o o o o o o o o o 56
This class should be as a focused much on student based learning as possible.

Students will be encouraged to construct their own e-mail about a work based problem
and send it to their partner, their partner should construct a reply and or solution e-mail
and communication should continue back and forth for several e-mails.

This drill will then be repeated with different partners and different ideas.

Unlt 16:Final Test. * = * © o o o o o o o o o o ¢ o o o o o o o o o o o o 57
The aim of this class will be to test the students learning abilities throughout the course
with several different kinds of test, including vocabulary tests, grammar tests and a
writing test.

The writing test will include the students having direct contact with the teacher through

e-mail correspondence.



Unit 1: Self Introductions Teachers Guide Sheet.

Materials- Students will need a pen, some blank paper and if possible a dictionary
5 mins - Teacher introduces himself (name only) and checks students names
15 mins - Teacher introduces course outline (syllabus)

20-30 mins -Teacher asks students to think of seven things to say when they introduce
themselves. Students work in pairs and write their answers on blank paper or
in a notebook. (This is done with the aim of starting the slow process of
students trying to think how to communicate effectively in English.)

All students start with

1. Hello. My name is (The teacher writes this sentence only, on the board)
Then they think of 6 more things to say.

10 mins- Teacher then checks students work and corrects mistakes.

5 mins - The teacher will then explain a good out line for self introductions writing his
own version on the board.

10 mins- The teacher then gives students a template in which they fill in their own
information

5 mins - Teacher checks students’ answers.

15 mins - Students practice their template versions of the self introduction with several
partners.

Example self introduction.

1. Hello my name is Yoshihiro Tanaka.

2. I am from Toyama City in Japan.

3. I graduated from Toyama Information Business College.

(here students will use their high school as they have already graduated from there.)
4. I work as a computer engineer.

5. I come from a small/ large/ 4 people etc tamily

6. My hobby is playing video games.

7. 1 also enjoy listening to music.



Unit 1: Self Introductions Students Worksheet.

When introducing yourself in a professional or business situation it is usually good to
start off with a greeting "Hello", "Good morning" etc and then say your name and where
you are from.

It is then best to talk about your educational background and your job.

After that feel free to add a few personal comments such as family, hobbies or things you
enjoy doing etc.

Hint. It is best never to talk about anything negative during your introductions. Eg " I
don't like natto."

Your teacher will now give his self introduction to you, please listen.

Now please fill in the blanks below with your own information.

1. Hello my name is (first name) (family name)
2.1 am from city in Japan.
3. I graduated from college/ school.

4. 1 work as a/ an

5. I come from a family.

6. My hobby is

7. 1 also enjoy

Thank you.

Now go practice introducing yourself to the other class members. Remember speak only
in English please.



Unit 2: Specialist Vocabulary. Teacher's guide.

Materials: Pen, paper, flip chart, computer and dictionary.

10 mins- Unitl review. The teacher will ask class members to say their self
introductions again.

5 mins - Teacher will explain the topic of this Unit’s class.

15 mins- Teacher will give students a word list with specialist IT vocabulary on it.
The teacher will first, just for fun, ask the students to try and read the words
and see how their pronunciation is.

The teacher will then read through the words. And students will repeat.

20 mins- The teacher will then ask the students to try and write what they think the
Japanese meaning of the words are, next to the English ones, without using
their dictionaries. The teacher will then check and tell the students how many
are correct.

20 mins- Students will use their computers/ dictionaries to check the remaining words
they don't know then the teacher will check and then give a full explanation.

10 mins- Students will then repeat the words again after the teacher and then the teacher
will check individual pronunciation.

10 mins- Students will read through the words themselves one more time.

10 mins- Testing, the teacher will test the students in a quiz to see what they have
remembered. The teacher will decide the format of the quiz (spelling quiz,
translation quiz or even a flash card quiz.)



Unit 2: Students Worksheet (with answer).

Group English Japanese
computer Lo —H
server ==
personal computer(PC) aW/a= %
memory AT
hard disk drive(HDD) N—KRF 4 AT
optical drive WHFERTIAT
hardware - — ~
display (noun) FALAT A
keyboard F—AHR—FK
mouse <17 A
smart phone AT— b T F
flash drive USB AEV
operating system(OS) FRV—T 4 T AT A
application program TV =g v
middleware IV =T
software data base TR
anti—virus software 7 A IVAKIR Y T b
browser AAVAUA
source code V—
object code FT T b
development environment FATIE
software development kit(SDK) B BR bR

programming language

Ty T EE

programming input AT
output H 77
click 70 w7
drag N
tap B 7
determine EET D
calculate HET DL
display KT D
compare 4%
execute EI1T7T5

design process LRS- %
recognize AT 5
permit ARG R B
reliability (S
response time Jin 2B R
extensibility PLRAEVE




Unit 2: Students Worksheet.
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Unit 3: Evervday Useful Words Teacher's Guide.

Materials: Pen, paper, flip chart and dictionary/ computer.

The out line of this class will be the same as Unit 2, just replacing I.T vocabulary with
everyday words.

I have chosen the top 25 nouns, verbs and adjectives in English language use to study
from.

If students levels are lower only the top 10 words etc can be studied.
10 mins- Review test from Unit 2. The teacher will ask the students to spell ten words

from their list, and then check the answers.

The rest of class will then follow the same pattern as Unit 2. Students will be given a list
of the top 75 most used words in English.



Unit 3: Everyday Useful Words. Student's Worksheet

Here is a list of the top 25 "nouns", "verbs' and "adjectives" in English.

Nouns Verbs Adjectives
1. Time 1. Be 1. Good
2. Person 2.Have 2. New

3. Year 3. Do 3. First

4. Way 4. Say 4. Last

5. Day 5. Get 5. Long
6. Thing 6. Make 6. Great
7. Man 7. Know 7. Little
8. World 8. Take 8. Own

9. Life 9. See 9. Other
10. Hand 10. Come 10. Old
11. Part 11. Think 11. Right
12. Child 12. Look 12. Big
13. Eye 13. Want 13. High
14. Woman 14.Give 14. Difterent
15. Place 15. Use 15. Small
16. Work 16. Find 16. Large
17. Week 17. Tell 17. Next
18. Case 18. Ask 18. Early
19. Point 19. Work 19. Young
20. Government 20. Seem 20. Important
21. Company 21. Feel 21. Few
22. Number 22. Try 22. Public
23. Group 23. Leave 23. Bad
24. Problem 24. Call 24. Same
25. Fact 25. Become 25 Able

10



Unit 4: Grammar and Punctuation Part 1. Teacher's Guide

Materials: pen, paper and a dictionary.

15 mins- Review test. The teacher will give a spelling or translation quiz based on Unit 3,
with the students and check their answers.

20 mins- The teacher will then introduce "the present continuous ( I am doing etc) to
the students. Plus and negative and question forms.

lam (I'm) doing... [ am not doing.. Am [ doing..?
He/ She/ It is (He's etc) doing... He/ She/ It isn't doing... Is he/she/ it
doing..?

We/ You/ They are (We're ) doing.. We/ You/ They aren't doing...Are we/you/they doing..?

The teacher will explain the 3 usages of this tense
A- Something is happening at the time of speaking.
I am driving now.

B- In the middle of doing something but haven't finished it.
Please be quiet, [ am working.

C- Something happening in a period around now.
You are working hard today. Is Sarah working this week?

Then the teacher will write several examples of uses A, B and C, on the board and the
students will take notes.

15 mins- The students will then write the ing form of the verbs on their sheet(Drill 1).
The teacher will then check their answers.

15 mins- The students will fill in the blanks on the example questions(Drill 2).
The teacher will check the answers and give and explain answers.

20 mins- The students will then use the verbs and nouns the studied from Unit 3
and make their own example sentences(Drill 3). (number of example sentences

can vary depending on student's level)

15 mins- The teacher checks student's answers and then students compare sentences in
groups.

11



Unit 4: Grammar and Punctuation Part 1. Student Worksheet

Drill 1: Please write the ~ing form of these verbs. (example: play- playing)

1. Stop - 2. Jump-

3. Look- 4. Make-

5. Start- 6. Try-

7. Happen- 8. Get-

9. Stay - 10. Work-

11. Finish- 12. Come -
13. Study- 14. Eat-

15. Drink- 16. Go-

17. Have- 18. Enjoy-
19. Change- 20. Help-

Drill 2: Now please use am/is/are plus the ~ing form of the verbs above in the following
sentences. (e.g. He is playing  soccer.)

1. "You hard today." "Yes I am very busy."
2.1 for Haruka. Do you know where she is?
3.1t cold. Can i turn on the heater?

4. "Dave! Let's go!" " OK I .

5. My brother's in Tokyo on business. He at the Hilton hotel.

6. My sister is at college. She computer science.

7. "Where are John and Mike?" "I think they coffee over there.
8. "This is a great dictionary." "Yes I know, it me study English well."

12



Unit 4: Student Worksheet Continued.

9. Why are all these people here? What ?

10. Do you have an umbrella? It to rain.

11. Jane likes Osaka. She living there.

12. Do you have the service manual? I to fix this computer.

13. Look! That man off the roof!

14. You a lot of noise! Please be more quiet.

15. We the drivers on the printers today, so you can't print out

anything till tomorrow.

When you have finished, please compare (check) your answers with the person next to
you. After that the teacher will check with the class.

Drill 3: Next use the nouns, verbs and adjectives from Unit 3 and write 10 more "present
continuous" sentences in your notebooks. Compare (check) with the person next to you
when you have finished.

13



Unit 5: Grammar Part 2: Simple Past Tense. Teacher's Guide Part 1

15 mins- Review test from Unit 4. This can be in a form of a spelling quiz or translation
drills.

5 mins- Teacher explains the usage of simple past tense (18 /%)
Usually simple past tenses is used when the time is definite (O V) 7><)
"I played tennis yesterday."

The teacher will also explain that some verbs are regular ( base form +ed)
And some verbs are irregular.

15 mins- Students then write the past tense of the irregular verbs on their worksheets
(Drill 1).

5 mins- The teacher then checks and writes answers on the board.

10 mins- The teacher then explains the negative "I didn't play tennis yesterday."’
and question forms, " Did you play tennis yesterday?’ using various examples
on the board. The teacher will also explain the use of was and were.

15 mins- The students will then do Drill 2 on their worksheets.

15 mins- The students will complete the templates (Drill 3) with their own answers then
exchange with a partner. The partner will then answer in the past tense(Drill 4).

Drill 3 Example answers: "I usually get up at 7:00 and have a small breakfast. I take the
train to school which takes about 20 minutes.

1 start school at 9:00 am. I don't eat lunch.

T usually finish school at 4:30 pm. I am always tired/ hungry etc(adjective) when I get
home.

1 usually eat dinner at 7:00 pm.

1 go to bed at about 11:00pm."

20 mins- Students will choose some of the verbs they have learned and construct their
own simple past tense sentences/ questions.
This last exercise is only to be used as a time-filler if the students finish Drill 3
and 4 quickly.

14



Unit 5: Grammar Part 2: Simple Past Tense. Teacher's Guide Part 2

Example answers for Drill 3

I usually getup at 7am_ and have a small/ big/ no breakfast.

I drive/ take a bus etc to school, which takes about 30 minutes

I start school at 9:30 am .1 have/ don't have etc lunch.

I usually finish school at 4pm . I am always tired/ hungry/ happy etc when

I get home. Iusually eat dinner at 8pm . 1 go to bed at about

12 midnight .

Example answers for Drill 4.

1. Yesterday you got up at 7am.

2. Yesterday you had a small breakfast.

3. Yesterday you drove to school.

4. Yesterday you didn't have lunch

5. Yesterday you were tired when you got home.

6. Yesterday you went to bed at 12 midnight.

15



Unit 5: Grammar Part 2: Simple past Tense Students Worksheet Part 1

Drill 1: Please check the meaning of these base form verbs and then change them into the

past tense form.

1: buy- 2: catch- 3: cost-

4: drink- 5: fall- 6: hurt-

7: sell- 8: spend- 9: teach-

10: throw- 11: win- 12: write-
13: steal- 14: have- 15: eat-

Drill 2: Next please use the past tense verbs from above and then please fill in the blanks

of the following sentences.

1. “How did you learn to drive?” “My mother

2. I was very thirsty. | water very quickly.

3. J.JK Rowling the Harry Potter books.

4. Takeshi the stairs yesterday and

5. Jessica a lot of money this morning. She
dress.

6. Spain the last soccer world cup.

7. Last week | my old car and got a new one.

8. The catcher the ball to first base.

9. A thief my computer from school last week.

10. I was so hungry after the test that I 4 cheeseburgers.

16
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Unit 5: Grammar Part 2- Simple Past Tense Student's Worksheet Part 2

Drill 3: Fill in the blanks with your own answers, writing about your usual day.

[ usually get up at and have breakfast.
1 to school, which takes about
I start school at A lunch.
I usually finish school at . T am always when
I get home. Iusually eat dinner at . T goto bed at about

Drill 4: Now check your partners answers and write 6 sentences about what they did
vesterday.

Eg " Yesterday you got up at 7;:00 am.

1.

2.

17



Unit 6: Future Tense- "Will" and ""Going to'' Teacher's Guide Sheet.

15 Mins-

10 mins-

10 min-

15 mins-

15 mins-

15 mins-

5 mins-

20 mins-

10 mins-

Teacher will give a review test from Unit 5 Past tense in the form of a word
quiz or asking students to write several sentences about what they did
yesterday.

Teacher will explain to the students the ways to use "going to"
(Eg have already decided/ have the intention to do something in the future.)
Teacher will write several examples on the board.

Students then do Drill 1 (writing about future plans). Teacher then checks
their answers. Students then read them to a partner.

Students then do Drill 2, first checking the meaning of the questions and then
writing their own answers. Then they will ask another student the questions
too. (Teacher may need to teach some pronunciation first.)

Teacher will then introduce ways to use "will" to the students.

(Eg "will" is used when we decide to do something at the time of speaking.
It is also used for making predictions about the future and for offering/
asking to do something, agreeing to do something and for promising to do
something.)

Students then do Drill3

Teacher checks answers.

Students then do Drill 4. Teacher may have to teach pronunciation first.
Students should also try to check their dictionaries to understand the questions

first. But if they can't then the teacher may have to explain to help.

Students then do Drill 5 and teacher explains answers after.

18



Unit 6: Future Tense- "Will" and '"Going to'' Student's Worksheet 1.

Drill 1: Please use the time expressions below and write true sentences about yourself.

Eg (tonight) __I'm going to meet a friend tonight.

1. (tonight)

2. (tomorrow morning)

3. (tomorrow night)

4. (next Sunday)

5. (choose another time)

Drill 2: Please fill in the table below with your answers using
"Yes I am'" , " I'm not sure' or "No I'm not "

answers 10o.

Then ask your partner and write their

Are you going to....

You

Partner

.. do homework tonight?

.. go to bed after midnight tonight?

..wash dishes tomorrow?

..watch TV tomorrow night?

.. relax this weekend?

.. do the laundry this week?

.. eat at a restaurant this weekend?

.. go anywhere next vacation?

..get married before you're 25

.. retire at 60 years old?

19



Unit 6: Future Tense- "Will" and ""Going to' Student's Worksheet

Drill3:  Complete the sentences below with I'll plus appropriate verb.

Example: I'm too tired to walk home. I think _I'll take a taxi home.

1."It's cold in this room." "You're right.
2. "We don't have any milk." "OK
3. "I don't know how to use this computer."
4. "Would you like tea or coffee?"

5. "Would you like bread or rice?"

6. "It's cold in here." " Iknow,

on the heater.

from the shop."

n

"OK, you."

tea please."

n

rice thanks."

the window."

Drill 4:  Next answer the following questions with "' I think I will.” , "' I might" or

"I don't think I will."

Drill 5:  Then ask your partner and write their answers too.

Do you think you'll...

You

Partner

be living in the same place 5
years from now?

have a big wedding when you
get married?

ever buy a house?

ever live abroad?

have more than 2 children?

make more than 10 million yen
a year?

ever see a woman be prime
minister of Japan?

20



Unit 7 : Key Word Focus Part 1- Teacher's Guide.

10 mins- Teacher will review Unit 6 by asking the students to write 5 sentences about
their plans for next weekend.

25 mins - The teacher will introduce suffixes (word endings) of verbs, adjectives and
nouns to the students by reading through the list on the student’s sheet.

15 mins- The students will then try to do Drill 1. The teacher will have the student
guess if each word is a noun or verb using student’s sheet 1 first.
The teacher will then tell the students the answers and then ask the students
to check any words they don't understand the meaning of, in their
dictionaries.

30 mins- The teacher asks students to do Drill 2 and then tell the students the answers.
The teacher will then ask the students to think about what words they can use
in the sentences. The students then will write what words they think they can be

used and check with a partner after they have completed a list.
The teacher will then check with all the class.

Answer key 1. Verb- play/ watch etc. 2. Noun- security/ seats/ room etc.

3. Verb- check/ read/ simplify. 4. Noun - order/ buy. 5. Noun- one/ sound card.
6. Noun- document/ textbook/ paper. 7. Verb- worked. 8. Verb- activate.
9. Verb- realized/ remembered 10. Noun- celebration/ party

20 mins- The teacher asks students to fill in the blanks in Drill 3 using an adjective with
a suffix form introduced on student’s sheet 1.
The students then compare answers with a partner, then the teacher will check
all members of the class.

Answer key: 1. doable 2- flexible 3-active 4-legal 5- dangerous 6- useful
7- useless 8- economical 9. economic 10- eightish

21



Unit 7: Key Word Focus Part 1 Student's Worksheet 1.

Please read the explanation of the following suffixes

Noun Suffixes

-er is added to some verbs to use for the person who does an activity: writer, worker,
singer,... (sometimes -or, as in actor, sailor, supervisor,...)

-er/-or are used for things which do a particular job: tin-opener, projector, ...

-er and -ee can contrast with each other, meaning "person who does something" (-er) and
"person who receives or experiences the action" (-ee): employer/employee, ...

-(t)ion is used to make nouns from verbs: communication, pollution, admission, ...

-ist (person) and -ism (activity or ideology): Marxist/Marxism, terrorist/terrorism, ...
-ist is also used for people who play musical instruments: pianist, violinist, ...

-al is added to some verbs to make nouns: arrival, refusal, ...

-ness is used to make abstract nouns from adjectives: happiness, goodness, weakness, ...
-ment is used to make abstract nouns from verbs: excitement, enjoyment, ...

-hood is used to make abstract nouns, especially family terms, from nouns: childhood,
brotherhood, ...

-ship is used to make abstract nouns, especially status, from nouns: friendship,
membership, partnership, ...

-(i)ty is used to make abstract nouns from adjectives: honesty, loyalty, ...

Adjective Suffixes

-able/-ible with verbs means "can be done": readable, countable, edible, flexible,
doable, ...

-ive is used to make adjectives from verbs: active, passive, ...

-al is used to make adjectives from nouns: brutal, legal, ...

-ous is used to make adjectives from nouns: dangerous, furious, ...

-ful is used to make adjectives from nouns or verbs: hopeful, useful, forgetful, ...
-less is used to make adjectives from nouns or verbs: useless, harmless, cloudless, ...
-ic/-ical are used to make adjectives with nouns: economic/economical, ...

-ish can be added to most common adjectives, ages and times to make them less precise:
reddish hair, she's thirtyish, come about eightish, ...

Verb Suffixes

-ise/-ize make verbs from adjectives: modernise, industrialise, ...
-ify makes verbs from nouns: electrify, terrify, ...

-en makes verbs from adjectives: shorten, deepen, darken, ...

22



Unit 7: Key Word Focus Part 1 Student's Worksheet 2.

Drilll:
Now read through the words below and write "N" if you think it is a noun or "V" if you
think it is a verb, next to them.

cooperation simplify security
criticize quickness widen
partnership modify proposal
department celebration realize
Drill 2:

Now read each sentence and decide if the missing word is a noun (N)or a verb (V).

Eg Doingan _ N is a good way for students to get work experience.

1. Are you busy tomorrow? If not do you wantto  soccer with us?

2. Do we have enough  for the visit of the prime minister next week?
3. Canyou this English sentence for me?

4. Iwould liketo  anew hard drive please.

5. My sound card is broken, I need to buy anew .

6. Bill realized he had forgotten to bring an important ___ to class.

7.John  for the Science Department at Seoul University.

8. Could you please  my password. [ want to use the school's computer system.
9. Kensuke  he had left his homework on the train, when he arrived at school.

10. There was abig  in Tokyo when Nadeshiko Japan won the world cup.

23



Unit 7: Key Word Focus Part 1 Student's Worksheet 3.

Drill 3:
Please fill in the blanks with an adjective form from the suffixes list on sheet 1.

1.

2.

8.

9.

What do you think about this project? Is it in two weeks?
A gymnast is a very person.
. This is a very class, they always enjoy speaking and asking questions.
. A lawyer is a person who works in the system.
. Drinking alcohol and driving is very
. A dictionary is a very thing to have in an English class.
. This keyboard is broken, it is now.
The new hybrid car is very on gasoline.
This is a great textbook to help you study business.

10. Seven o'clock is too early and nine o'clock is too late so please come
about
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Unit 8: Key Word Focus Part 2- Teacher's Guide.

15 mins- Teacher reviews last Units class by giving students a word list (any words used
from Drill 1 or 2 should be used) from last Unit

and asking them to write whether each word is an adjective, noun or verb next
to them.

20 mins- The teacher asks the students to arrange the words in Drill 1 into the correct
order, then check with a partner.
Eg receive did you e-mail my sent yesterday I =
Did you receive my e-mail I sent yesterday?

The teacher then tells the class the correct order of each sentence.

15 mins- The teacher then asks each student to underline what they think are the main
words (key words) need to understand each sentence. The students then check
with each other before the teacher tells them the answers.

Answer key. (key words are hi-lighted in bold)

1. Why was the meeting called?

2. A computer shop has closed.

3. What announcement was made at the meeting?
4. The hard drive is infected with a virus.

5. The train should arrive at the station at 10:15
6. Did you send the files to me yet?

7. I am sorry but today's class is canceled.

8. We are collecting money for the party.

9. Please contact Jim for more information.

10. The boss is very happy with your work.

50 mins- The students are asked to write 10 sentences or questions, using the verbs given
to them in Drill 2. ( The students can change the verb tense if they want.)
After the students have made their sentences/ questions, they first show them to
the teacher who will check the sentences for grammar/ spelling mistakes etc.
Next they will show their sentences to a partner, who will try to underline the
key words they think are need to be able to understand each sentence.
Then they check with the teacher, and after that repeat again with a new partner.
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Unit 8: Key Word Focus Part 2- Student's Worksheet 1.

Drill 1
Please put the words into correct order and make sentences/ questions. Remember to use
capital letters and punctuation too.

Eg: receive did you e-mail my sent yesterday I = _Did you receive my e-mail I sent
vesterday?

1. called was meeting why the

2. closed computer has shop a

3. meeting the at announcement made was what

4. the drive hard virus infected a with is

5.10:15 at station at train the arrive should the

6. yet send files me you did the to

7. 1 today's sorry am canceled is class but

8. party the for money collecting are we

9. more Jim for information contact please
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Unit 8: Key Word Focus Part 2- Student's Worksheet 2.

Drill 1 continued.

10. happy boss very work your the is with

Next check your answers with a partner. After you have done that, the teacher will tell
you the correct answers.

Now please look at questions 1- 10 again and decided which words are the key words to
understanding what is being said. After you have done that please check with a partner.
Finally your teacher will tell you the key words.

Drill 2
Please use the following verbs ( you can change the tense if you want) and make your
own sentences/ questions like in Drill 1.

1. ( think)

2. (work)

3. (leave)

4. (want)

5. (give)

6. (call)

7. (know)

8. (find)

9. (tell)

10. (use)

After you finish your sentences please show them to your teacher, then show your
sentences to your partner and ask them what they think are the key words.
Finally check with your teacher.
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Unit 9: Email — Teacher’s Guide Sheet

15 min — Review test for Unit 8
10 min — Students do drill 1 on worksheet, and check with a partner.
10 min — Students do drill 2 on worksheet, and read answers to partner.

10 min — Students do Drill 3 then check with a partner. The teacher will then write the
answers on the board.

10 min — Drill 4: The teacher reads out prepared numbers to class and students write
them down and the check in pairs. The teacher will then check answers and

write answers on the board.

10 min — Students do Drill 5 and check with a partner. The teacher then writes the
answers on the board.

15 min — Drill 6, students do this in pairs then check answers with teacher.

20 min — Drill 7 and 8 to be done by students together at same time and then teacher
will write answers on the board.

Answer Key for Drill5:
1. Send a link AX 5. Send a copy to the same person AX
2. Send a clickable link X 6. Send a copy to a different person X

7. Add a file attachment X
3. Send a flower A

8. Send a floppy disc A

9. Automatically save a draft X
4. Send a picture of a flower AX

10. Send a secure document AX
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Parts of the email interface
labels?

Gmail ~ GK 0O 1515

A A==l =4 0 —=F - inbox comMailNofifier - bH3TE A — I E BT ZEEENERA B0 A5
SEMERL A (3)

accounts-noreply Goe ccount password changed - The password for your Go

25—ff% G — ———

E E Google+ team Get! tarted on Google+ - Visit Google+ Hey Shosen, Welcom

EEFAA-I Gmail Team Ia Customize Gmail with colors and themes - To spice up your inbox wi

=

T8 L Gmail Team Import your contacts and old email - You can import your contacis a

+ E%;I; @ A=JLEAER, - shosen.tommy@gmail.com - Gmail - Mozilla Firefox o o
1] e
Fauh | @ https//mail.goagle.com/mail/Tui=2Bview= btopBver=lsvjwajripd2 cmid 25301
AT (O

mE i

S0EE B " ce: H pe [y

UL ZLER i | |
8D I

1-1f-HHER iid
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Unit 9 : Email: Student's Worksheet 1

Making a Webmail Address
A webmail address consists of a username, the “@” mark and a domain name:

For example: smith.john@kmail.com

Drill 1: Your email address makes a very important first impression, so be careful to choose
one that is professional, and not too personal or inappropriate.

Please place a O if'it’s appropriate for business email addresses , place a 2\ ifit’s good
for friends, place an X ifit’s never appropriate:

1. japan_is number one@ymail.com
2. kill100kittens@ymail.com
3. toyama_taro@lmail.com
4. masochism_lover@lmail.com
5. soccer_player@wmail.com
6. tanaka t25@wmail.com
7. fridaythe13th@omail.com
8. ueda@dmail.com
9. toshiaki@pmail.com
10. aya35@rmail.com

Drill 2: Personal Information: Please fill in the blanks with your information

Name:

First:

Last:

Username:
Password:
Password again:
Birthdate:
Gender:

Mobile phone number:
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Information Verification Practice:

Often you need to verify personal information to make sure you a real person and not a robot!
Verification is usually done in two ways, through the Captcha system or through listening to
a computer generated code. Please try!

Drill 3: Captcha: Please write the words in normal font next to the captcha

tivichan (lassic

A=EP Y

kedisim ViakedPe —
has jghard

Drill 4: Listening for telephone number verification

1. 6.
2. 7.
3 8.
4. 9
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Unit 9: Email: Student Worksheet Part 2

Advantages of email

Drill 5: Email is often used in place of the ordinary letter due to several advantages. From the

following list, place a X next to what you can do with an email and place a A for an ordinary

paper letter.

1. Send a link

2. Send a clickable link

3. Send a flower

4. Send a picture of a flower

5. Send a copy to the same person

6. Send a copy to a different person
7. Add a file attachment

8. Send a floppy disc

9. Automatically save a draft

10. Send a secure document

Parts of the email interface

Drill 6: Following is an example of a popular webmail interface. Can you fill in the
missing labels?

Gmail - C D TOM 1~5/5

m A==l —E A 0—F - inbox.com/MailNofifier - 5534 — ILER AT EbHVERA B0

Xf_H-"f D accounts-noreply Google Account password changed - The password for your Goj

Googlet team Getting started on Google+ - Visit Google+ Hey Shosen, Welcom

mﬁt?wz Gmail Team Customize Gmail with colors and themes - To spice up your inbox wi

&g H Gmail Team Import your contacts and old email - You can import your contacts a
' E“‘E;Jjb' @ A—JLE4EH - shosen.tommy@gmail.com - Gmail - Mozilla Firefox s s

Farut | B https://mail. google.com/mail/Tui=28view=btop&uver=lsvjwajtlpd#cmid %25301

TATDA-I »

i*_l%}g_w il —

mES )

SLOER E Ce: [ Bee []

SRR s

B [

17 HHR Sk
A: Compose D: Chat G: Sent mail J: Blind CC:
B: Trash E: Inbox H: Carbon Copy K: Refresh
C: Spam F: Read mail I: Subject L: Drafts
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Drill 7: Key phrases : Please write an "I" next to the phrases for "introductions, "B next
to phrases for "body" and "C" next to phrases used for "closing" an e-mail

Yours sincerely Regards

Dear Sir/Madam If you have any questions

Thank you for your email Thanks again for your interest
I’'m looking forward to meeting you Attached is

I can’t wait to see you I’m sending

Love and kisses As we discussed

Good to hear from you I’ll be happy to provide you with
If you require assistance, please call Sincerely

I am pleased to This will confirm

As your requested In response to your question

Drill 8: Using phrases in sentences

Complete the sentences by matching the phrases 1-7 with A-G
1] If you have any questions...

2] This will confirm...

3] I’ll be happy to provide you with...

4] As we discussed...

5] In response to your question...

6] I’'m looking forward to meeting you...

7] Thanks again for your interest...

..I'am sending you a link to our FAQ page on our website

..in our last meeting, the price per unit will be 70% of the listed catalog price
..the English instruction manual in pdf format.

..in our new solid state drive.

..at the conference in England this summer.

..please feel free to email me or call me at the number below.

..your request in your email dated April 1st, 2012

OPmmUOwy
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Unit 10 : Reading Email: Teacher's Guide

10 min — Review test for Unit 9

15 min — Explain Drill 1 activity and have students check with a partner when they have
finished. Teacher then checks the vocabulary.

15 min — Read email aloud, students do Drill 2, check in pairs

5 min — Teacher then checks answers and corrects mistakes.

10 min — Explain Drill 3 activity

25 min — Students first try to do the drill alone, after that they check with a partner then
in groups.

15 min — Teacher then reads through the e-mail and writes the answers on the board
and checks the students understanding.

15 min — Drill 4, first the students check true or false then check the answers with a
partner. Teacher then checks answers and corrects mistakes. They then explain

why, why not for each word, and for T/F

Answer Key:

Comprehension questions (Drill2)

In this email, who are “ssingh” and “sato™?
They are software developers at CSU.

Why is Tommy Toyama writing them?

He wants to follow-up his conversation from last year.
He wants to start working with them.

He needs help with the CSU software

Where do “ssingh”, and “sato” work?
They work at CSU.

What is different about this year and last year?
Last year, Tommy had no assistants.
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Reply by filling in the blanks with the words at the bottom (Drill3)

Fr: Hiroyuki Sato

To: Tommy Toyama toyama_tommy@toyama-college.ac.jp
Cc: Sinjit Singh

Re: Re: Our meeting last year

It’s great to hear from you, especially to hear the wonderful news that you’ll have two
assistants working with you this year. Just the other day, Sinjit and I were talking about
your interviewing system. We think it’s a wonderful idea and we are ready to help you
with any of your questions regarding the database you will set up.

If possible, please send us the email addresses of the programmers, so we can keep in
direct contact. We’ll make sure to Cc: you on any email we send.

When you download our software to implement within your system, there are some
exact procedures that must be followed. Please check the attached manual on how to do
SO.

Again, it is nice to hear from you. Please keep in touch.

P.S. If your students are interested, we have an internship program for those studying
JAVA or Ruby on Rails.

It’s 3 Units long and free for any students who attend schools who are research partners
like us. Please give it a thought.

Hiroyuki Sato
Professor of Robotics
CSU, Massachusetts, USA

assistants | friendly programs | email Ruby on | Cc: followed
Rails

home Sinjit Singh system internship | research researcher

any idea computers | attached direct database | implement

True and False (Drill4)

Hiroyuku Sato and Sinjit Singh are going to help Tommy Toyama with the project. T/F

They sent a file attachment to help Tommy set up the database. T/F
Tommy’s students will go to the USA to learn C++. T/F
Tommy needs to follow the instructions in the manual for the download. T/F
Both Hiroyuki and Sinjit seem interested in Tommy’s program. T/F
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Unit 10 : Reading Email: Student's Worksheet.

Drill 1: Read the following email and check the words you don't know.

Fr: Tommy Toyama toyama_tommy@toyama-college.ac.jp

To: ssingh, sato
Re: Our meeting last year
Good day. This is Tommy Toyama from Toyama College in Imizu, Japan.

I hope you remember me. We met about 1 year ago at CSU regarding the incorporation
of your software into my virtual interviewing system. This past year has gone by very
slowly and there were so many things to do on so many different levels. I apologize for
not replying earlier to follow-up our conversation

During this past year, we were unable to find a programmer who could construct the
necessary database to implement your idea. If you remember from our conversation,
you recommended that I set up a database with text audio and scores. As the database
grows, there is a possibility to give some automatic feedback based on what was scored
before.

I hope you do remember what we were talking about, and I hope we can cooperate in
the future. This year, I am lucky to have 2 programmers, with one handling the
database, and the other ready to implement the current Pyramid system into ours.

Thank you for your time.
Tommy Toyama

Professor in the Information Technology Department
Toyama College, Japan
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Drill 2: Comprehension questions: Please answer the following questions about the
e-mail above.

In this email, who are “ssingh” and “sato™?

Why is Tommy Toyama writing them?

Where do “ssingh”, and “sato” work?

What is different about this year and last year?
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Drill 3: Please use the words in the box below and fill in the blanks.
Fr: Hiroyuki Sato

To: Tommy Toyama toyama_tommy@toyama-college.ac.jp
Cc: Sinjit Singh

Re: Re: Our meeting last year

It’s great to hear from you, especially to hear the wonderful news that you’ll have two

working with you this year. Just the other day, and I were talking
about your interviewing . We think it’s a wonderful , and we are
ready to help you with of your questions regarding the you will
set up.
If possible, please send us the addresses of the programmers, so we can
keep in contact. We’ll make sure to you on any email we send.
When you download our software to within your system, there are some
exact procedures that must be . Please check the manual on how
to do so.

Again, it is nice to hear from you. Please keep in touch.

P.S. If your students are interested, we have an program for those studying
JAVA or . It’s 3 Units long and free for any students who attend schools who
are partners like us. Please give it a thought.

Hiroyuki Sato
Professor of Robotics
CSU, Massachusetts, USA

assistants | friendly programs | email Ruby on | Cc: followed
Rails

home Sinjit Singh system internship | research researcher

any idea computers | attached direct database | implement

Drill 4:True and False: Please circle T for True or F for false

Hiroyuku Sato and Sinjit Singh are going to help Tommy Toyama with the project. T/F

They sent a file attachment to help Tommy set up the database. T/F
Tommy’s students will go to the USA to learn C++. T/F
Tommy needs to follow the instructions in the manual for the download. T/F
Both Hiroyuki and Sinjit seem interested in Tommy’s program. T/F
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Unit 11 :Business Writing: Teacher's Guide

10 min — Review test for Unit 10

5 min — Teacher explains drill 1 activity

5 min — Students answer questions, check in pairs

5 min — Teacher then writes answers on board.

20min- Repeat for drill 2

20 min- Repeat process for drill 3.

10 min — Students first read the e-mails in drill 4 and check vocabulary by themselves.

15 min — Students then read emails aloud to their partners, students answer questions,
check in pairs

20 min — Teacher then checks answers with the class and explains the answers in detail.

A. Try to match up the words with the simpler meaning:

1. Duplicate 4 Drink 6. Terminate 8 Show

2. Concept 1 Copy 7. Currently 10 Get

3. Subsequent 5 Best 8. Demonstrate 7 Now

4. Beverage 3 Next 9. Miniscule 9 Very small
5. Optimum 2 Idea 10. Obtain 6 End

B. Try to match up the phrases with the simpler meaning:

1. At all times 3 Meet 6. On a weekly basis 10 Sometimes
2. Be considered as 8 About 7. Take action 7 Act

3. Hold a meeting 6 Weekly 8. With reference to 21s

4. In many cases 4 Often 9. On a daily basis 5 Soon

5. In the near future 9 Daily 10. In some cases 1 Always

C. Please rewrite the sentences using the simpler phrases:

1. There is a miniscule chance that we will obtain the results in the near future.
There is a small chance that we will get the results soon.

2. Duplicating another concept could be considered as cheating
Copying an idea is cheating.

3. In many cases, we hold a meeting on a weekly basis.
Often, we meet weekly.

4. Somebody should take action with reference to the problem.
Somebody should act about the problem.

5. Currently, the optimum solution is to demonstrate the subsequent action.
Now, the best solution is to show the next action.
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D. On the left there is an email that’s a little difficult to understand, try to match it
up with the simpler message on the right that has a similar meaning.

1. With respect to your last order, we

will confirm the shipping date at You mugt send all the information about

our earliest convenience. the confference by January 5th

2. In the majority of instances, the
necessity for you to pay extra

W¢ madg/software to help you

handling fees for our merchandise hicate in English

have been eliminated.

3. The company’s newly

manufactured robot exhibits We will tell you the shipping date of your
ability to take bodily temperatyr last order as soon as we are able.
deliver medicine and to serve a
doctor’s aide in a medical

institution.

Usually, you don’t have to pay extra

money to receive our product.
and speaking English

5. The transmission
correspondence/regarding the The new robot can work as a nurse.
th
conference, are due on the 25" of

January.
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Unit 11 : Business Writing: Student's Worksheet.

In Units 4-6, you learned there are 3 main verb forms that can help you communicate in
most situations. They are the 1] present continuous eg. am ...ing; 2] simple past eg.
played and; 3] future tense eg, will/going to. Using simple words and basic verb forms
can help you understand the message and make your message easier to understand too.

Drill 1: Try to match up the words with the simpler meaning:

1. Duplicate Drink 6. Terminate Show

2. Concept Copy 7. Currently Get

3. Subsequent Best 8. Demonstrate Now

4. Beverage Next 9. Miniscule Very small
5. Optimum Idea 10. Obtain End

Drill 2: Try to match up the phrases with the simpler meaning:

1. At all times Meet 6. On a weekly basis ~ Sometimes
2. Be considered as About 7. Take action Act

3. Hold a meeting Weekly 8. With reference to Is

4. In many cases Often 9. On a daily basis Soon

5. In the near future Daily 10. In some cases Always

Drill 3: Please rewrite the sentences using the simpler phrases:

1. There 1s a miniscule chance that we will obtain the results in the near future.

2. Duplicating another concept could be considered as cheating

3. In many cases, we hold a meeting on a weekly basis.

4. Somebody should take action with reference to the problem.

5. Currently, the optimum solution is to demonstrate the subsequent action.
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Drill 4: On the left there is an email that’s a little difficult to understand, try to match it
up with the simpler message on the right that has a similar meaning.

1. With respect to your last order, we
will confirm the shipping date at our

earliest convenience.

2. In the majority of instances, the
necessity for you to pay extra
handling fees for our merchandise

have been eliminated.

3. The company’s newly manufactured
robot exhibits the ability to take
bodily temperatures, deliver
medicine and to serve as a doctor’s

aide in a medical institution.

4. Our recently created software allows
the user to enhance their
communicative skills in listening
and speaking English.

5. The transmission of all
correspondence, regarding the
conference, are due on the 25" of

January.
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You must send all the information about the

conference by January 25"

We made software to help you

communicate in English

We will tell you the shipping date of your

last order as soon as we are able.

Usually, you don’t have to pay extra money

to receive our product.

The new robot can work as a nurse.



Unit 12 : Writing Email: Teacher's Guide

10 min — Review test for Unit 11

20 min- Students first read through the e-mail in Drill 1 by themselves then they
check vocabulary they don't know in their dictionaries. They then compare
with a partner.

10 min- Students do Drill 2 and check with a partner, teacher will then write the
answers on the board.

20 min- Students first try to do drill 3 without looking at the words in the box.
They then check with a partner and after that the students will then look at
the words in the box and try again using them.

The teacher will then write the answers on the board.

10 min- The students will read through the " urgent reply" in Drill4 and check any
words they don't know. The teacher will then explain to the class.

20 min- The students will write their e-mail in the template(Drill5) and finish for
homework.
The teacher will check this during the review time of unit 13 in the next
Class.

Answers for student's worksheet.
Drill2 Q1. A Q2.C Q3.C
Drill 4. 1- sorry ~ 2- information 3-have  4-sooner 5-leave 6-return

7- full 8- important  9- Seoul

43



Unit 12 : Writing email: Student Worksheet

When going on business trips, there are also other things to consider, like where’ll
you stay and personal business outside of the working hours.

Drill 1: Please read the following email from your travel agent.

Fr: Tomoko Takaoka toyama tomo@jvt.co.jp

To: Tommy Toyama

Re: your request

Dear Mr. Toyama

Thank you for e-mailing me to help you arrange your travel plans for your
company's next business trip to Shanghai, China. As you may know, in China
the busiest season for travelling starts near the end of January and the start of
February, this is due to the New Year’s celebrations.

Therefore, it is very important that we quickly book your reservations. To do so,
| need to ask you a few questions: Do you have any airline preference? What
dates are you available to travel? And you requested 6 seats, right? Do you
need a direct flight? And finally is there any place that you'd like to stopover?

If possible, please reply within the week. When you do decide, you'll need to
make a non-refundable deposit for the tickets in the sum of $200 US. You can
pay either by cash or credit card. Unfortunately money transfers are not
accepted.

Thanks,
Tomoko

Drill 2: Answer the following questions:

Q1. Tomoko is replying to an email that Tommy sent.
A] True

B] False

C] Maybe

Q2. Tommy and his colleagues are planning a trip to China for...
A] sightseeing during the Chinese New year.

B] a business trip by himself.

C] a business trip with co-workers.

Q3. Tomoko is worried that...

A] they will have a good time in China and not work.
B] they’ll be too busy in China.

C] she won’t be able to get flights for them.
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Drill 3: Please fill in the blanks in the following reply:

Fr: Tommy Toyama
To: Tomoko Takaoka

Re: Trip to China

Good afternoon Tomoko, and thank you for your quick reply. I'm 1 for
leaving out that important 2 . Let me try and answer your questions one
by one. First, we really don’t 3 an airline preference, the 4

the better. Secondly, we would like to 5 Japan on January 26th and

6 before February 5™ 1l be traveling with a group of 5 people. I know
the flights are 7 , so while a direct flight would be convenient, it is not

8 . Actually, some of the others were thinking about stopping over in

9 on the way back.

Thanks again Tomoko, and have a nice day,
T.T.

If you have trouble, please use the words in the box to fill in the blanks.

Seoul full important sorry information leave

return have sooner
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Drill 4: Read the "urgent reply"” below and check any words you don't know.

Urgent reply

Fr: Tomoko Takaoka

To: Tommy Toyama

Re: Trip to China

I am so sorry to send you this urgent email, but I’ve been able to reserve the last 5 seats on
Air China leaving Toyama on the 25th. However the return trip is a problem. The only
tickets available are Beijing-Seoul-Toyama, Beijing-Xian-Shanghai-Osaka and
Shanghai-Seoul-Singapore-Tokyo, and they all leave Beijing on the 6th. Please email me as
soon as possible, and tell me what you want me to do. Also, if you do want to book one of
these flights, please let me know how and when you’ll pay.

Please email me before closing today.

Thanks,

Tomoko
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Drill 5: Write your short response
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Unit 13 : E-mail Responses Part 1: Teacher's Guide.

10 min—Review of last Unit will be the checking of the student's homework in the
drill.

This is a peer-writing exercise requiring collaboration and discussion
10 min — Explain the activities

5 min — Brainstorming for first email

10 min — Individual writing

10 min — Produce 1 email per group

5 min — Brainstorming for second email

10 min — Individual writing

10 min — Produce 1 email per group

10 min — Brainstorming for third email

10 min — Individual writing

10 min — Produce 1 email per group
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Unit 13 : E-mail Responses Part 1: Student's Sheet.

Writing
In this unit you will write a series 3 emails with your team.

1. Plan a party with your project team and invite a guest: First think of answers for
the following

A: Reason to hold the dinner:

B: When (day & time)?

C: Where (place & name)?

D: Attire (business, formal, casual)?

E: How many people?

F: What will you eat?

H: Who will you invite?

Now use the above information and write the email with your team:
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2. Report a problem and ask for advice

What's the Problem?

When did you notice it?

Who will you write to?

What do you want them to do?

Do you need it repaired or replaced?

What will you eat?

Who will you invite?
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3. Place an order

What do you need?

What is it for?

What is the part/model/version number?
When do you need it?

How many do you need?

Can it be downloaded?

How can it be sent?

How much does it cost?

52



Unit 14 : Email Responses Part 2: Teacher's Guide

This is a peer-writing exercise requiring collaboration and discussion

10 min — Explain the activities

10 min — Comprehension & Key-word/phrase identification for first email

15 min — Individual writing

10 min — Produce 1 email per group

10 min — Teacher checks

10 min — Comprehension & Key-word/phrase identification for second email
15 min — Individual writing

10 min — Produce 1 email per group

10 min — Teacher checks
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Unit 14 : Email Responses Part 2: Student's Sheet.

Please write a reply to the email. Make sure you include details, prices and links to
appropriate information.

Email #1 - Business

To: Toyama College IT Department Feb. 13", 2013
Fr: Tommy Toyama
Subj: Request for Information

Dear Sir/Madam,

My name is Tommy Toyama and I work for the Rocky Mountain Research Group, here in Banff, Canada. I am writing to you
today to request more information on your Intranet Office Systems Solutions.

We are a small research group with several buildings in various places around the mountains. We heard that you specialize in
high-quality, high-spec wireless office intranet systems. And since you work in Toyama, maybe you are familiar with our
situation.

If possible, please send us some more information on options for the system, as well as prices.
Thank you again for your time. We look forward to receiving your information.

Sincerely,

Tommy Toyama

IT Specialist, Rocky Mountain Research Group
Banff, Canada

Email #2 — Business Casual

To: Toyama College IT Department Feb. 13" 2013
Fr: Sinjit Singh

Subj: Request for Information

Dear Tommy,

This is Sinjit from CSU.

I heard you were coming to the Computer Conference in California. If you are not too busy in the evening after the first day of
lectures, we were wondering if you’d be interested in going out to dinner with me and Hiroyuki.

Please have a look at this website www.californiarestaurants.com, there are 3 different choices. Let us know what kind of food
you like to eat, and we’ll find a good place.

We’re looking forward to seeing you again.

Sincerely,

Sinjit Singh

Professor, Computer Studies
CSU, California, USA
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Email #1

To:

Fr:

Subj:

Email #2
To:

Fr:

Subj:
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Unit 15: E-mail Responses Part 3 - Teacher's Guide Sheet

There will be no student worksheets for Unit 15.
15 mins- Review test of Unit14 to be set by teacher.
10 mins- Teacher explains to the students what to do this Unit.

First students are split into pairs, Student A and Student B.
Student A must think of a work related e-mail and send it to Student B.

Example problem:
""Hello Takeshi
How are you? This is Futoshi from BIT.
We have a problem with our server.
Can you send somebody out to help us fix it?"
Yours sincerely
Futoshi."

Then A shows the e-mail to the teacher who will do a quick check to see if

the

e-mail is understandable. (note; e-mail does not have to be perfect English,
the

main point is effective communication and NOT a grammar class.)

After the teacher checks the e-mail, it is sent to B. Then B must read the

e-mail and send a suitable response to it.

Before sending the response B must have the teacher do a quick check
first.

Example response:

""Hello Futoshi.

I am fine thanks, and hope you are too.

I checked with our staff and somebody can come check this
afternoon.

They said they can come to your office for about 3pm.
Hope this helps you.

Thanks
Takeshi"

Then student A and B swap roles and repeat. After that they can swap partners and use
new ideas.

The entire class should be spent doing this drill with the students regularly checking
with the teacher.
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Unit 16: Final Test- Teacher's Guide.

In this Unit testing will be split into two-fifty minute tests.
The first 50-minute will be a test a general English covering Units 1-8.

The second 50-minute test will be a student based e-mail exchange test.

The first 50 minute test will start with

SECTION 1: review of self-introductions, and the students will be asked to write 3
sentences introducing themselves.

SECTION 2: The students will then be tested on ten specialist vocabulary words
asking them to translate into Japanese.

SECTION 3: The students will then be tested on general vocabulary and will be
asked to write which words are adjectives, verbs or nouns.

SECTION 4: The students will then be tested on the basic grammar. On this section
the students will be given sentences that are out of order and will have to put the
words into the correct order.

The second 50-minute test will see the teacher send the students an e-mail that
requires an action to be done, the students will send the teacher a reply e-mail saying
what action they will take.

Example

To name
I am sorry but I won't be able to join visit your company
tomorrow to check your server. We have a lot of work to finish here first.
Could you please tell what other days will be good for you to do the check?
Sorry for all the problems caused.
Yours sincerely
Futoshi.

The students will then send a reply to this e-mail and think of a solution.
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Unit 16 : Final Test -Student's Worksheet. Part 1.

Section 1: Please write 3 sentences introducing yourself to a new person.

Section 2: Next please write the Japanese name next to the English words.
Eg computer = 2 B2 —%

11. object code = 2. anti-virus software =
3. keyboard. = 4. optical drive =

5. flash drive = 6.click =

7. drag = 8. calculate =

9. execute = 10. source code =

Section 3: Next please write adjective, noun or verb next to the appropriate word.
Eg finish _verb  table _noun big _adjective

able be person

time good get

know government old
important problem find
try new fact
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Unit 16 : Final Test -Student's Worksheet. Part 2.

Section 4: Please write the words in correct order to make sentences.
Eg TV yesterday watched I = 1 watched TV yesterday

1. I women prime minister will be of think Japan a.

2. yesterday you go did where

3. tennis playing now I am park in the

4. Tokyo going tomorrow am I to

5. I visited friend my college from week last

6. John hard working is today

7. week last project the on hard very worked I

The second part of the test will be an e-mail based test. Please respond to the e-mail
your teacher will send you.
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TOa—AX, 1 6ENZDIEY, 3 2EFRINTTIT I,

TRTOZ=y MZBWT MO 1 50056 2 0MIX aiHoEE 2345, F
AT, o=y FTFEE LI LWHEEEE . kRS E 5, #Ahix, 5480
LR EFE L TWEINE I NE, KEfIBLTF= v 795,

RETRERb D N2 — f HHR,

R N TR = 172 1 1
D77 AOHME, MEZ2ACHTOMETT & WYRRNEERMNTT5ZLICH
Do

A N S AR v ) I S N7 T~ S 6

OV IAORME. VAT AL U=TICE L, ANV U R NOFEEY IE
INWVEIFH TR T 22 L1cdh D, T TIZ, WX TFTRIETEOEEMEONL TS
HZEL 2N, Z TR, HIEOHOS) LREAEZAILEELT A,

2=v K 3: ,’rgkjoﬁﬁﬁﬁ ...................... 9
IO 7 AQRME, AEFEOL THARERBEELZMEN T LI EICH D, ZHIT
X, “want” X “need” LW FKBZRENE NS, “company, problem” &
STA4FETEEND,

A=y b4 ELAFE(SENCDIZY 6 FFMATTIT) » = o 0 ¢+ - 10
ZDr 7 AO AWML, BEARZREE ORI & W o 7o EEEO AR R EEZ WL D
DFANTTHZ Eilh D,

AL, HERSOEDONL— L OREME D Z LT, FANEFEICK L TLYIAAL
RN E DI LTWD,

==V NS ' - -7a Sl NI 2 SR SR S S R S N 14
OV AOHML, BiEO2=y OB DOEHHEAL TWND,

2= b6 IREFE Will” & “Going to” = + + o o o s e e 0 e e 18
DU T AL, SENZODEAXELE T v a L DRERETH D,



= RT7: F—T—F J3—F1 s ¢ o o o o o o o s oo oo s o oo 19
2ENZDOTZ D ARFINT TITS, 2Thvh, EEZ v aryofE i b,
ZDO7ZAOHMIE, FEIL, F—U— RELFEICHBAD A L EZH|(ZOT S
HHZEIZLD, fIZONTEPNTWNLEONEERIELLDTH D,

= h8: F—TU—F IX—F2 ¢ ¢ ¢ o o o o o o o o o o oo o oo 20
IO Z A, BiEOL=y 7T DX THY, HEMELZM Z &I, LV E
REBWHLDOTHD,

T2 RO @A=L e o ¢ o s o o e s s s s e s s s s e e 0 s s e 28
ZO7TAOAWE, R LONLEYRADLDOET, WANAR e A—)L
B AXNLEFIZIOT IR ThD,

Ny, 2ENCDTEDH 7 T ATH D, EHIDENL, e A—/LO—RYRFERIZD
WTHFEET D,

= R 1 0: e A—JLZETETP e o o o o o o o o o o o 0 0 e e e e . e 34
Zo7 ZAF, HIEOZ=y F9ORKE THY, MEMEZMH Z LIz, KV E
REBWZHDTH D,

A=y R 1T 1 EDRATAT LU T ¢ o o o o o o o o o 0 o o o o o o 39
D7 ITADOREMNT., EVXRRICHE LT e ANV EERTAAXR L EFITOT S
THZLITHD,

2= h1 2 e A= JLAEAES ¢ ¢« o o o 0 0ttt e et e e e e e e e 43
D7 T AOHMIE, BEVRRICEIT D, D LERYRERICE L2 A — L S
TAHAFNLNEZHFICOTIELZEITH D,

o7 7 AOAME, Te A= ZFite] ¥ [e A= x2FE] tnolck s s
VTCHEATEAT NV E, IDHIEEELZEITH D,

I, A= NASOERIIOIRER, BEH EEEBEIORA =1L Y 2RO 5
EWoTz, Bialv ) A AR T 5 2 ETED LD,
BAIOENIEIIZ, HH LiEwmT &L 2A%, FADOL-YUIZEE LT, Al
FBA LB ZET N s, BEEED TN,



=y F14: e A—JLDIRIE /XN—F 2 ¢ o o o o o o o o o o o o 0 oo 53
I, miElO==y F 1 3DOREX Th D, BN FEOEEND, FAEERERD
HDO~NETT RLTWDS, lEELTHEA LT e A= WXL, EDLXHITK
BadT 20k, FEPERTTHLTERDLLEND D,

2=v K15: e}—ﬂ,@i@{% JX— PR3 v o o o o 0 e e e e e e e e e 56
IOV TAF, TIXLHETFEAFKROLDIZT D,

AT AEFEICE LI A — VAR L, S— RN — DR AEITED, 28— NI
ZIUCKET DIREA—NVZERT D, 200 &0 IFEKRETT S,

ZOEEIL, R FRREEEZ T, BVIELITY,

=y R 1 6: BIET AR e ¢ o 0 0 o o vt o v 0 0 0t e e e e 57
LD T AODRMIL, FEET A MRIET A b, ERLT A MEWolz, kxR T
ANEBLT, FHEOBMELZND Z LITH D,

ELT A ML, Hilil e A—1O0D &V ZEEATOMELE END,



2=v 1 BIZHEN HEMHEEE — b
HETSbD N, M TERRITEEE

5500 e B RN (LRTDI) & REOLRITEREZT 5,

15 53f#- a2 —A2ADOWE (T 3R) ZHHT 5,

20-30 0[] - AT, BORRNTHLEEEINERTOEZRDLIT O, FEITT TE
Kb, Bx a2/ — MIREAT D, (T, FEPEFETHROICE 2 254
HITIEEI LD LW, RaIICEZ DI ELZARNET5)

XEIFTNTUTOXL VIO SF LT3,

1. Hello. My name is L ZANE BT, FDOEFTI TI,  (FEpITZ
DX DB BRIZE )

CDE, FAEIZ, D 6 oDXFEZ IHS,

10 3ff- FAEDEZ Z#F =y 7 L, Y ZET,

55rM- BB 2 72 EEZ BRICEE , BEHRT OO 1 >ORWE & L THIT %,

10 73f- A, FHDNOMEPE L, HOBHFOERETLASE D,

500 FHEDERZ BT = v 735D,

15 73f- A, BOEOH O OXEZ, MoRA LiE S5,

B ARSI ST

1.Hello my name is Yoshihiro Tanaka. Z AlZH X, FAOLARFNITIZ T3 er T,

2.1 am from Toyama City in Japan. HAOE L5 HkFE LT,

3. I graduated from Toyama Information Business College. & ILI{f ¥ & 27 1 A BEFH 524 % 25
¥(ELELE, (ZZTIEH PAETNENREELZEROLRTZME D)

4.1work as a computer engineer. I Ea—X T V=7 & L TEWTWET,

5.1 come from a small/ large/ 4 people etc family. FLOFEIL, /INK/4 NOFHETT,

6. My hobby is playing video games. #iBRIZ, 7' — L% T 5HZ LT,

7. 1also enjoy listening to music. FZEATES O H4F =X T,



2=v ;1 BEOHEN PERAT—Z L —F

HIR, HOVEE VR ADETAOMA T D0, —IIZ, TZAZHE] X TR
FOTEVET LV oehH NS ONBIAD  RICAHHEIRHSEZZF 5 ONRRWTL X 9,
WIZ, FEEPREIZ OV TET ERNWTY, Z0®RIE, FHEOMHK, ol llno
TG 2. W< OB BT T ZS 0,

B b, HOMIT, BEMNREFEELS O OIL, BT L& TY, fil : NE 8T

HEINBE RN LETOT, BNTLSZEN,

TlE, LT OXDOZEMIZ, SRl HEDOEFEHREZHD T ZE 0,

1. Hello my name is (first name) (family name)
2. Iam from city in Japan.
3. I graduated from college/ school.

4.1 work as a/ an

5.1 come from a family.

6. My hobby is

7. I also enjoy

Thank you.

Tlt, 2 FRADMDANDEZAIZIT-> T, HEHETOMEZ L TS 730, HARGZZ M
DL SBHEOLEFT,



2=y 2 A% U RXFDE HEnRHEEE

HETSbD N M HEEIR, 2= —5, FEF

- HE—mlooEE, Zimix . BFOHOHEIT E S E 5,

553 AEOT—< 23T 5,

W—ITZA/?JXF@ RO HEEY A M, PAEICIET, Boic, L
’#E WMEHTHT, OORENEARE DR TH, Thnb, ZEhs
UAKN&EF J%L FHRIHEBIE D,

- R, RUICEEEZFE DT, HEEOBEWEZZORICE T TH L, Fhun
5., PAEDEzEF v 7 L, WS DEMLIENEIEZ D,

SrfH- AL, arta—HEEEEMV, R OOV EEEHANSE D, €
D%, BEBnEtnaF =y 7 L, dElRHH LT 5,

SE- b —E, BEiOHLIZHOWNWTY A NEEBIE-%, — AL ) DOREEF
v 735D,

10 73f- FAEZT T, ) —EU R EFEED,

SE- T AN, FEOHMRELZMAT-DOIZ, 7 A ATEROT A N EIT S, Hili
DI ARXDEREZRDD, (DDVDIA X, sRODITA X, 7T v 2l1—FK)



2=y b2 ZFARV—2ZV—bk (HEMZ)

Group English Japanese
computer a v a—H
server ==
personal computer(PC) N ay
memory AT
hard disk drive(HDD) N—KRF 4 AT
hardware optical drive jﬁ’:’? N A
display (noun) FAAT A
keyboard F—AR—FK
mouse <17 A
smart phone AT— T F
flash drive USB AE
operating system(OS) FRV—T 4 T AT A
application program TV r—va v
middleware NIV
software data base T =R A
anti—virus software U A VAR Y 7 B
browser AAVAUA
source code V=R
object code FT=l k
development environment FATI
software development kit(SDK) BHR B bR

programming language

A=A AN/ A=t

programming input A
output )
click 70 w7
drag N
tap A
determine fEES 5
calculate HETDH
display KT D
compare te#E 9%
execute FITT D

design process WLBES 2
recognize AT 5
permit ARG R B
reliability (ELEIER
response time i 2B R
extensibility PLRAEVE




a=v b2 BARUV—ZII—F

=
ﬁ

s =
G

p=iil

H AR

AT

hardware

computer

server

personal computer(PC)

memory

hard disk drive(HDD)

optical drive

display (noun)

keyboard

mouse

smart phone

flash drive

software

operating system(OS)

application program

middleware

data base

anti—virus software

browser

programming

source code

object code

development environment

software development kit(SDK)

programming language

input

output

click

drag

tap

design

determine

calculate

display

compare

execute

process

recognize

permit

reliability

response time

extensibility




2=y b3 BNOHFHEE HETREEE

HETSD N M HEEIR, FFE/ a2 —F

ZOROBEOHEIL, 1 TAI ¥ U R NDEFEL AFHEL ANEZ LTI T, o
=y b2OHLDERLTY, FPHEITHIEHGEEL L L EEE, BEAFEO Ny 725 %
FNEIVEDRE L, FADO LR ENE YRS, Fvy 71 0<SBNWTENWTL 9,

10 3[)- BB _moEERT AR, UAMNLEZELZ 1 OEEY, FAIZ AL EE)H,
Bz obdat s,

IREDIED DHFENIE, 2= h 20DFFEE A CHFEXCTIT 5, FEIC, BEPILTINS
JZHEN Y 77T EDY X NFJET



2=v b3 HBIAOHFEH

FPERAT—7v—1

%7 T8F B OEHEFEF > 725DY X FTT,

OO N U W~

[\ T NG T NS I NS T NG T NS I e e e e e T aa N
N N R RO SRS O

. Government
. Company

. Number

. Group

. Problem

. Fact

Bj7

1. Be
2.Have

3. Do

4. Say

5. Get

6. Make
7. Know
8. Take

9. See

10. Come
11. Think
12. Look
13. Want
14.Give
15. Use
16. Find
17. Tell
18. Ask
19. Work
20. Seem
21. Feel
22. Try
23. Leave
24, Call
25. Become

s

. Good

. New

. First

. Last

. Long

. Great

. Little

. Own

. Other
10. Old
11. Right
12. Big
13. High
14. Different
15. Small
16. Large
17. Next
18. Early
19. Young
20. Important
21. Few
22. Public
23. Bad
24. Same
25 Able

O 0 1N DN K~ W —



o=y b4 GELAFEE S—11 HEmAEEE

HETSbD N M FE

150- HE T AN, 2=y F 3OBENRFITESWNWT=DDOD LFROT A &2 L, B X
hFrzv 7T 5D,

20 53R A TBUERETTE) (I am doing etc) OFAZT 5, HER & BRISTHM
2 T4 2,
lam (I'm) doing... I am not doing.. Am [ doing..?

He/ She/ It is (He's etc) doing... He/ She/ It isn't doing... Is he/she/ it doing..?

We/ You/ They are (We're ) doing.. We/ You/ They aren't doing...Are we/you/they doing..?
BEEITIE O MiEZ 3 o7 5,

A D, FELZ L TWDORERTHEITHTH S

L am driving now. /= LIZ5EIE L TS EZ AT,
B (2% L TWDI@EHF T, THIEHKD - Tnian

Please be quiet, [ am working. g#7INZ L TS ZZ& 0, D72 LI T 5 E 25T,
C I, ABIEICEWHTEZ > T 5

You are working hard today. 5> H®R /120 L < B T FE T4, Is Sarah working
this week? &7 Z (35 W(EFHTT 0> ?

Iz, HHEA, B, COBILEZWS OrBRCES, FECEThZHEZGTIED,

15 53 A, V=27 v — NZbh D, Bhao ing WA E 2 W8 (ER 1) 2,
T, BMNER T =y 7T 5,

15 30R- A, U—2 o — Rk b, 7HoE (B 2) #@retsd, ExsF <
v 7 LTctk, WREME %1,

20 srfEl- AL, V—2 v —MNIZH DB, == 3 TH-7=8hE & &z - 72 ECH
OB 3) 2385, (EXoRIL, FAEOFEL IV EZ D)

15 45f8- #ifilL, FAEDEz 2 F = v 7 Licth, FAIC, ZV—FTBHEWI, BYE
PEST- X EHRFIEHDE S,

11



=y b4 ELAREEE 23— hR1 FERAY—27— 1

Bl : KDE)GD ing e Xz TS 230, (B play — playing)

1. Stop - 2. Jump-
3. Look- 4. Make-
5. Start- 6. Try-
7. Happen- 8. Get-
9. Stay - 10. Work-
11. Finish- 12. Come -
13. Study- 14. Eat-
15. Drink- 16. Go-
17. Have- 18. Enjoy-
19. Change- 20. Help-
ER2 : H 1 OB 5> T, 250712 amfis/are +ing HF A TS 7Z& 0, (B : Heis
playing  soccer.)
1. "You hard today." "Yes I am very busy."
N for Haruka. Do you know where she is?
Ct cold. Can I turn on the heater?
. "Dave! Let's go!" " OK I "
. My brother's in Tokyo on business. He at the Hilton hotel.

. My sister is at college. She

computer science.

. "Where are John and Mike?" "I think they

coffee over there.

. "This is a great dictionary." "Yes I know, it

me study English well."

12



2=y b4 FERU—r L — MEX

9. Why are all these people here? What ?

10. Do you have an umbrella? It to rain.

11. Jane likes Osaka. She living there.

12. Do you have the service manual? | to fix this computer.

13. Look! That man off the roof!

14. You a lot of noise! Please be more quiet.

15. We the drivers on the printers today, so you can't print out

anything till tomorrow.

[HEDEDo D, DN EEZDDOEE L TS LI, TDE, B2 7 XBAR
EEBERDPUZLET,

Ei3 : 2= ph 3DEG], B, BRIV, BAEETED XX 1 0FEY, /— h
ICZNTS S0, Bpbo/zb, BEONELRTHATS S0,

13



2=y b5 ES—L2 @EFE HEmRiEEE

1550- 2=y M4 DEE, 5350 7 4 XRRHEE L VWK T,

557 WEBOREZHHT 5,
W RERIE. REPHERSEICH O S,
5l "I played tennis yesterday."

FIZENE, BEZIE, RAENICEET 2 b O@E OIEARTE +ed) & AHANZZAL
TOHOLDONRHDZ Lzl 5,

15 73ffl- Z#EIC, U—7 v — FOERM 1 O, BEBICE T 28hE O BAZE O REZ
e 5,

S - BEMIEZETF = v 7 LT, EffE BHICES,

10 53f- WAWAZRBICE &I COREROTE  "1didn't play tennis yesterday.” & |
SEM3C" Did you play tennis yesterday?' 7% EARIZENTHIT 5, £72. be HFdOIHER
was & were ([ZOWTHHHAT D,

15 45fl- A, U—27 o — FOERI 2 5,

15 53f- A, B 3 2t 5,
FTOH, WHHDONR—= " F =L T =T = "I E DL, N— =2, HFEDOEST-
BEE D6 6 DB, WmEE~ L B+ 5 REA2 DR 4),

"B R 3 R T usually get up at 7:00 and have a small breakfast. I take the train to
school which takes about 20 minutes.

1 start school at 9:00 am. I don't eat lunch.

1 usually finish school at 4:30 pm. I am always tired/ hungry etc(adjective) when I get
home.

1 usually eat dinner at 7:00 pm.

1 go to bed at about 11:00pm."

20 43fl- A, Bo @iz W< onEIEE B THEROXLELESE S, (Z0

RKEORIBEIL, FAENERIS, 42 B KbbE -t &S SLIEI 720D D
THDH,)

14



o=y h5 E/S—F2 BEW HETAIEEZE S— b 2

E 3 DRFES

Tusually getup at 7am_ and have a small/ big/ no breakfast.

I drive/ take a bus etc to school, which takes about 30 minutes

I start school at 9:30 am .1 have/ don't have etc lunch.

I usually finish school at 4pm . [ am always tired/ hungry/ happy etc when

I get home. [Iusually eat dinner at 8pm . I go to bed at about

12 midnight .

B 4 DREES

1. Yesterday you got up at 7am.

2. Yesterday you had a small breakfast.

3. Yesterday you drove to school.

4. Yesterday you didn't have lunch

5. Yesterday you were tired when you got home.

6. Yesterday you went to bed at 12 midnight.

15




2=wv :5 EAA—F2 BEE

PEAUV—Z—F N—F1

HFj1 KOBFDOERE T =2 L, FIZ,

WEEEEZ TS EE0,

1: buy- 2: catch- 3: cost-

4: drink- 5: fall- 6: hurt-

7: sell- 8: spend- 9: teach-

10: throw- 11: win- 12: write-
13: steal- 14: have- 15: eat-

A2 _LOER 1 DB D B2V, KDXDLEME D TS /X,

1. "How did you learn to drive?"

2. I was very thirsty. [

"My mother

"

me.

water very quickly.

3. J.K Rowling the Harry Potter books.

4. Takeshi the stairs yesterday and his leg.

5. Jessica a lot of money this morning. She a $220
dress.

6. Spain the last soccer world cup.

7. Last week |

8. The catcher

9. A thief

10. I was so hungry after the test that I

16

my old car and got a new one.
the ball to first base.

my computer from school last week.

4 cheeseburgers.



a=y b5 ENN—F2 @ER FHERYV—7—bF N—12

HI]3 BHm/cHEDRBEFIZON T, ZEEHED T, KD FEZEH L TS S0,

[ usually get up at and have breakfast.
1 to school, which takes about
I start school at A lunch.
I usually finish school at . T am always when
I get home. [Iusually eat dinner at . T goto bed at about

HlH 4 o DoN— T DBz 2 F e 2 LTSS, EE, _LOXENS 6O
FEECN, HEAN— N =N L 22 Z0 TS EE0,

51l " Yesterday you got up at 7:00 am.

1.

2.

17



2=y F6  RKEKF "Will" & "Going to" BEmHEEE

1545#- 2=y F5DEBET A b, HIETANDLDIWEER L2 L &m0 15,

10 53[H-  "goingto" DEWIGOFBAZ T LH, (B $TTITIRE > TV D/ KRR
THLOLDTHLHZ LIS 2 L)
HmiE, BARICW S onpIscEE <,

10 23f- FAEICER 1 GREDOTEICHOWTOIRE™E) g b, BiIEz %5
w7 L, 0%, FAEIL, S— =z LT, Bl 1 X E LB
5o

15 53f- FAECER 2 285, ROICEMOE%ZF = v 7 S8, RIELEH D
ERERWASED, TOBRNA— M —ICBEMSE, 0% 2% “N— 77
DORICFEASE D, (BUNCHEEINEEZBADBERH Db LILRW,)

15 53f8- A Will'O W T AT 5,
(I "will" 13X, GEL TV AR TRIZNALE D Lk Tl ),
Flo, RROHKEZ TR LD, BESCHLEZ LIZY ., FHFELL OGS
BAERGELIZ0 . KR LD TS BEE D)

15 57-  FEIZEM 3 ZfRE D,

50W-  BENMIEZzET v 7T 5,

2057 FEICEM A ZRINE D, BEIRET, BREZHRADVLERD L0 L
W, FTo RANEMOE® 2 BET 572012, FEICFHEE THANSE D05,
TNTHENLRTIVUE, BRI LTI b0t b H %,

10 73f-  FAEIEM S i tz, BENNEZ 2T %,

18



2=y b6  RFEE "WIill" & "Going to" FAEFHU—IT—1H1

Hf]1  KROFFJRBZE ., DA DXEEFo TS ZEE0,

# (tonight) _ I'm going to meet a friend tonight.

1. (tonight)

2. (tomorrow morning)

3. (tomorrow night) -

4. (next Sunday)

5. (choose another time)

EZR72 "YesIam", " I'm not sure” or "No I'm not " DT 702510, FD"You" Dz
PO TS S, T, N— P F—ZACEE L, N— FF—DEZ "
Partner" DI ZH TS 2S00,

Are you going to.... You Partner
.. do homework tonight?

.. go to bed after midnight tonight?
..wash dishes tomorrow?

..watch TV tomorrow night?

.. relax this weekend?
.. do the laundry this week?

.. eat at a restaurant this weekend?

.. g0 anywhere next vacation?

..get married before you're 25

.. retire at 60 years old?
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2=v b6  RFEE "WIill" & "Going to" FAEFHUV—IT—1F2

ERI3 I'll F@ELREZ 50> TRkDL 52000 TS 2S00,

#51: I'm too tired to walk home. I think I'll take a taxi home.

1."It's cold in this room." "You're right. on the heater.

2. " We don't have any milk." "OK from the shop."

3. "I don't know how to use this computer." "OK, you."

4. "Would you like tea or coffee?" " tea please."

5. "Would you like bread or rice? " " rice thanks."
6. "It's cold in here." " Iknow, the window."

4 " Ithink Iwill.” , " I might" " I don't think I will." D)7 71022 (E0>, D" You "
D& D TS 7280,

HIf 5 N— FT—IZA CE 2 L, #x 2 FO"Partner "OMICiZ A L TS &0,

Do you think you'll... You Partner

be living in the same place 5
years from now?

have a big wedding when you
get married?

ever buy a house?

ever live abroad?

have more than 2 children?

make more than 10 million yen
a year?

ever see a woman be prime
minister of Japan?
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2=y b7 ¥—U—F N—}F1 ZHEHEEE

10 3f- ==v F 6 DEE, REIOTECHONTHELEZ 5SS H D,

25 oyfH- L, AT — MIHD U A S awiA TH . B85, TEAG.
AR (HeEoR®E) ZiiAd 5,

15 73 H- SAECER 1 25, BENTFEs, EF2EHY—F1Ed5
HRFOUNHAZHA T, HEPAFANEFNEE 2 S D,
HENIFEEICEZ ZHA, TOR, FEICERODG DL IRNEGEZ T
THEETHNSE D,

30 3fM- FAEICHER 2 TR, BEAEBR D,
D%, FAID, BRI EAVRBIENALNE X, BASES, VAR
ERERESEES, N— =t F v 7 ZHD,
HEfx, 7 7 ALBLEEZET =v I35,

Answer key 1. Verb- play/ watch etc. 2. Noun- security/ seats/ room etc.

3. Verb- check/ read/ simplify. 4. Noun - order/ buy. 5. Noun- one/ sound card.
6. Noun- document/ textbook/ paper. 7. Verb- worked. 8. Verb- activate.
9. Verb- realized/ remembered 10. Noun- celebration/ party

20 4yf-  SFEIER 3 AT D,
==L B2 T =y 7 TR, AL, 7T AR L
K2 eF w35,

Answer key: 1. doable 2- flexible 3-active 4-legal 5-dangerous 6- useful
7-useless 8- economical 9. economic 10- eightish
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2=y b7 ®—U—FK N—p1 ARV —I—1}1

KDEEFDHI & A TS IES0,

AT DEEREE

-er EhEAICHEE Lo HIEENZ 35 N % KT writer, worker, singer,... (sometimes -or, as in
actor, sailor, supervisor,...)

-er/-or FEEDIF AT 2T 5 tin-opener, projector, ...

-er L -ee [AIZTDHAN] (-er) & [ZOITHEZZITIZORERLIZD THA] (-ee) L
T, ®Z72 % employer/employee, ...

-(t)ion BEFAN DA ENED DI 5 . communication, pollution, admission, ...

-ist (N) & -ism (GEEhE 72134 7 4 v X —): Marxist/Marxism, terrorist/terrorism, ...

-ist ZEER AT D NE KT pianist, violinist, ...

-al BEIZHE L4 2 1E S arrival, refusal, ...

-ness JEAGAD DG4 T A AED DI 5 happiness, goodness, weakness, ...

-ment BF) DG4 G & VED DIZHE 5 @ excitement, enjoyment, ...

-hood #4570 BG4 T (FRICFIRIZEAT 5) 21ED DI 9 : childhood, brotherhood, ...
-ship 457> & H154 5 (FRIZIREE) 2 1ED DITHE 5 ¢ friendship, membership,
partnership, ...

-()ty JERFD SHGA T 2 1ED OITEE S : honesty, loyalty, ...

AT OEEERE

-able/-ible BEFICHEGEL [N D Z L3 TE D) : readable, countable, edible, flexible,
doable,...

-ive ®iE ) LIERF EZIED DI 5 @ active, passive, ...

-al A5 OIEEFENED DITHE S : brutal, legal, ...

-ous 4N HIE G EVED DI 5 : dangerous, furious, ...

-ful £ 5CENE D> DA & 1ED DIZAE 5 hopeful, useful, forgetful, ...

-less 44 Gl C@NF N B IR A2 AE D DIAE 5 : useless, harmless, cloudless, ...
-ic/-ical 4 FAN BIEETZVED DITSE 5 economic/economical, ...

-ish AFCWER] 70 & — R I IR AR FNC B LR 2 1 Z00 S 5 reddish hair, she's
thirtyish, come about eightish, ...

BiF OB ERE

-ise/-ize AR O EGAZ1E D modernise, industrialise, ...
-ify 450 LENGAZAED: electrify, terrify, ...

-en JEAGA D LB A 1E S shorten, deepen, darken, ...
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2=y b7 ®—U—F X—}r1 PHEHY—I—F2

HH1:
LI F D HGEZ GiA, Za/e o6 "N, Bla/sl o0 Eai AL TS ZEI0,

cooperation simplify security
criticize quickness widen
partnership modify proposal
department celebration realize
Hj2:

LITDXEEZ G A, ZEMICA S5 P55 e 5 (N) &, Bl 50) i AL TS ZEy,

Eg Doingan _ N is a good way for students to get work experience.

1. Are you busy tomorrow? If not do you wantto  soccer with us?

2. Do we have enough  for the visit of the prime minister next week?
3. Canyou this English sentence for me?

4. Iwould liketo  anew hard drive please.

5. My sound card is broken, I need to buy anew .

6. Bill realized he had forgotten to bring an important __ to class.

7.John  for the Science Department at Seoul University.

8. Could you please  my password. I want to use the school's computer system.
9. Kensuke  he had left his homework on the train, when he arrived at school.

10. There was abig  in Tokyo when Nadeshiko Japan won the world cup.
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2=y b7 ®—U—F X—Fr1 PEHY—I—13

HIH 3:
D—2 22— N 1 DEEEFET X P06 BRI 2N, FEICA TS /ES0,

1. What do you think about this project? Is it in two weeks?

2. A gymnast is a very person.

3. This is a very class, they always enjoy speaking and asking questions.
4. A lawyer is a person who works in the system.

5. Drinking alcohol and driving is very

6. A dictionary is a very thing to have in an English class.

7. This keyboard is broken, it is now.

8. The new hybrid car is very on gasoline.

9. This is a great textbook to help you study business.

10. Seven o'clock is too early and nine o'clock is too late so please come
about
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2=y +8: ¥—U—F N— |2 FEFAEEE

1553- 8%, BV A M (2=y F7TOHEM1 & 2 THESTZHENOIED) 2%
AZPEL . TUENOHGED, BA - A5l « BiEoWFnzE S
5,

20 4rfE- FAEICER 1 (RO~ X ) 2 d7-tk, D& 2%/ 3— |
T FzvrsHED,
#l  receive did you e-mail my sent yesterday I =
Did you receive my e-mail I sent yesterday?

ZTDH%, BN 7 ARBICEREHZ D,

15 2ffl- A2, B 1 oXXIBIT 5, FERHE (F—U—F) I[ZT#HEOT S
o, N =B 2TF =y 7 SELHE, FENIEMEZHZ D,

BB (FPF—T— P
1. Why was the meeting called?

2. A computer shop has closed.

3. What announcement was made at the meeting?
4. The hard drive is infected with a virus.

5. The train should arrive at the station at 10:15

6. Did you send the files to me yet?

7. I am sorry but today's class is canceled.

8. We are collecting money for the party.

9. Please contact Jim for more information.

10. The boss is very happy with your work.

50 orffl- FAEER 2 ZffE 5, ZHUES 2o 8EE M, 1005 E
TELMETH S, (B ORHHIIZR D720
MIREZ RS T2, ETHED, SAERODV DI RS2 TF v 73
Do WIZFAEIINN— "= U =T — b ERZH L, HHTFOEXLLTZX
DHOF—T— RIZTRREBINED, ZORAEIDENET =7 L,
BEBICFEAIT, Frivw— k=B X5,
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2=y h8: F—U—FK N—}r2 PAHRUV—I—11

H 1
HHEZIE L VNEFICE S, X5E (B oD V) a/Fo TS /S0, IELNVWEXE
(EB L5, KXFEIMFEFETITHE S TS0,

#: receive did you e-mail my sent yesterday I = Did you receive my e-mail I sent
vesterday?

1. called was meeting why the

2. closed computer has shop a

3. meeting the at announcement made was what

4. the drive hard virus infected a with is

5. 10:15 at station at train the arrive should the

6. yet send files me you did the to

7. 1 today's sorry am canceled is class but

8. party the for money collecting are we

9. more Jim for information contact please
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2=y h8: F—U—FK =2 FAEHYV—I—}2

HH 1 OfE &

10. happy boss very work your the is with

KiZ, WN—=pF—EEBEZ2ET 2 LTS ESV, TDHE, FiiP 2 72221282 %
HZFT,

KIZ, Ef]1 D1 ~10DXEIZI T, WEEIET S DICHEERF— 07— NE/ S
HEEIZ FRZ DTS &0, Bpo/z b, N—pF =2 B2 5T =02 LTSS,
REIZ, FHPEZ &##H2 F 7,

HH 2
LI D&z (&0, HJ1ICHEL 50K (B THNENETA) 21F>TS7Z
S0, BIFDIFHIIZ O EH A,

1. ( think)

2. (work)

3. (leave)

4. (want)

5. (give)

6. (call)

7. (know)

8. (find)

9. (tell)

10. (use)

IR & D272 6, BENCEE TS &Y, TOE, N—= T =R IEDFo 2 X5
FHY, F—U—=FICFREOITTEH 5o TS LS,
RN, BENDP D> T E0nF =2 LET,
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=y 9 e A —)L BEnHEESE

1545 — == ~ 8 DIEH,
10 73f — FAEIEM 1 287 %, N— =B 25T v 7 S85,
10 73R — FAEIEM 2 28 T-%, N— M —IZ@RAB ST 5,

10 ofA] — ZAEICEM 3 2 ik, N— b —t& X eTF =y 585, £
D, BEINEZ ZF =7 L, BRIZELS,

10 [ — Ef 4, ZENIAE LB T 25iA LT, 2AECEhZES b ET
BT CEAET =y SED, TORHUNEZETF =y 7 L,
BARICE <,

10 77 f] — FAEIER S 2ET%, X7 TEZXET =y 7 385, TDHE%,
HEINEZR 2 TF = 7T 5D,

15570 — B 6, FHEICT THIETE, BETPEZ 2T =y 7T 5,

20 J3fA] — FAEICEM 7 SE 8 2Rt THEMNETR, A 2 2 BRICE<,

EH] 5 DAFE:
1. Send a link AX 5. Send a copy to the same person AX
2. Send a clickable link X 6. Send a copy to a different person X
7. Add a file attachment X
3. Send a flower A
8. Send a floppy disc A
9. Automatically save a draft X

4. Send a picture of a flower AX

10. Send a secure document AX
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Parts of the email interface
labels?

Gmail ~ GK 0O 1515

A A==l =4 0 —=F - inbox comMailNofifier - bH3TE A — I E BT ZEEENERA B0 A5
SEMERL A (3)

accounts-noreply Goe ccount password changed - The password for your Go

25—ff% G — ———

E E Google+ team Get! tarted on Google+ - Visit Google+ Hey Shosen, Welcom

EEFAA-I Gmail Team Ia Customize Gmail with colors and themes - To spice up your inbox wi

=

T8 L Gmail Team Import your contacts and old email - You can import your contacis a

+ E%;I; @ A=JLEAER, - shosen.tommy@gmail.com - Gmail - Mozilla Firefox o o
1] e
Fauh | @ https//mail.goagle.com/mail/Tui=2Bview= btopBver=lsvjwajripd2 cmid 25301
AT (O

mE i

S0EE B " ce: H pe [y

UL ZLER i | |
8D I

1-1f-HHER iid
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2= b9 te A=V ZAERHUY—IT—F NX—F}1

web A —/L 7 KL ZA&{ED
web A—/L7 RLAE, 2—WF—F—L+ “@ ¥v—7 + FAL U F—LDNHR0 F
7,

151]: smith.john@kmail.com

EH1: e X—/7 FLXP52 58 —HIRIZ, AZHBETT, AL DN E
i d OITHES, 72 T g TR DEENEL T D,

KD e X—I/T NLXT, EZRIITH LS DIZIFTOE, #MAGZZ EIZiEd 5
LDICITINE, T NLXEL TREBGRE DICITX 2, CACHITIT TS ZS0,

1. japan_is number one@ymail.com
kill100kittens@ymail.com
toyama_taro@lmail.com
masochism_lover@lmail.com
soccer_player@wmail.com
tanaka t25@wmail.com
fridaythe13th@omail.com
ueda@dmail.com
toshiaki@pmail.com

0. aya35@rmail.com

2
3
4
5
6
7
8
9
1

H2: NG ZEMIZ 5 572 DIFHREAN TS 7ZE 0,
Name:

First:

Last:
Username:
Password:
Password again:
Birthdate:
Gender:

Mobile phone number:
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& R A e
I 2=l o TS E, 2Ry TR AKEDANETH S LA T 57260
10, WINFRRZFRFE L2 < TV RN ERES DV FET, Ririddn, F+7°
F¥ T XTA BBINLTZE 2 — X TIEHGRE2— FEHS S0y 5, ZFED T
ETITPIET,

HIH3: Fv 7T+ DXFE, @ED7 4> P T AL TS S0,

-

tivichan (lassic willsoe fur

AE=EgP A

kedisim ViaedPe —
has jghard

flaysio agsumed

ws  ngiell

Ay T

£

£

¢

E4: Bad D& 5 DAl v T, T DEFELSZZAL TS ZE0y,

1 6.
2. 7
3 8.
4. 9
5 10.
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2=y b 9ie r—)L BAAT—FI T —F RX—12

E X —/LDF L

E5: e X — 4T 1T ONF 035 5 720012, Lo < g DFMDCH D IZEPIFE
T, KDV IDIE, e X—ILTHFREZZ EIZITX &, @EDFHMTHIESZ &
(ZITNE, FATHTAL TS 7ZE30),

1. V7% 2ks

2.7 Vw7 TEBHY U EED
3R ED

4. fEDBEEZED

5. AT ANcae—zk

6. 1 # ) NIZa b —%%D

T. 86587 7 A NEAFITD

8. 7w B —TFT 4 AT kD
9. TEXZHBMNICE—T95
10. ZRICEHEED

e X—Jbf > —T 1 —XD/N—2
E6: LITFIE, NGDD S web X — b+ > % — 72— IDFITT, HAZEIZE
9 JEalae . A~L D HEA TG DHIZ A TS ZX 0,

C gy
L]

=JLA=EAT 01 - inbox.comMailNotifier - S35 4 — )RR ZEbEUERA HRDA-IL2

Gmail - 1~5/5

A=

accounts-noreply Google Account password changed - The password fo

Fyuntir (=n
.rlJI_| (30

xf_l"l/*f (3) D

ig Googlet team Getting started on Google+ - Visit Google+ Hey Shosen, Welcom
EEEHA-I) Gmail Team Customize Gmail with colors and themes - To spice up your inbox wif
TE H Gmail Team Import your contacts and old email - You can import your confacts a
' E;E;ij_ @ A—ILEAER - shosentommy@gmail.com - Gmail - Mozilla Firefox s
Farut | B https://mail. google.com/mail/Tui=28view=btop&uver=lsvjwajtlpd#cmid %25301
TATDA-I »
i*_l%}g_w H FilA
mE=t] i
SV EE " ce: [ Bee [
LS ER, 4
B O
l_ﬁ_%ﬁ% B2 ¥i)
A: Compose D: Chat G: Sent mail J: Blind CC:
B: Trash E: Inbox H: Carbon Copy K: Refresh
C: Spam F: Read mail I: Subject L: Drafts

32



BRJ7: F—T =X e X— 0T, [FEH L) DT L—XDFIZIZT”
&, [KXL) D7 L—XDFIZIE B F, RN DT L= XD TR
AL TS ZZE D,

Yours sincerely Regards

Dear Sir/Madam If you have any questions

Thank you for your email Thanks again for your interest
I’'m looking forward to meeting you Attached is

I can’t wait to see you I’'m sending

Love and kisses As we discussed

Good to hear from you I’11 be happy to provide you with
If you require assistance, please call Sincerely

I am pleased to This will confirm

As your requested In response to your question

HH8: XEDHD T L—X

T L—=X1-7 & A-C ZHAGPE T, XEZTZ L TS EZ0,
1] If you have any questions...

2] This will confirm...

3] I’ll be happy to provide you with...

4] As we discussed...

5] In response to your question...

6] I’'m looking forward to meeting you...

7] Thanks again for your interest...

..I'am sending you a link to our FAQ page on our website

..in our last meeting, the price per unit will be 70% of the listed catalog price
..the English instruction manual in pdf format.

..in our new solid state drive.

..at the conference in England this summer.

..please feel free to email me or call me at the number below.

..your request in your email dated April 1st, 2012

OPMmOOwy
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2=v h10 e A—/VEFiy ZEnAEEE

10 7ff] — === b 9 DIFHE,

15530 — E 1 00 FIZHOWTHA L, AEICREE @B 2%, ~— T
—EBERETF v I SHD,
Z D%, HEEMAT 5,

15 53f] — 2%, B 1D e A= VEEwT 5, FAEIHERN 2 2%,
RT TCER T =7 S¥D,

54 — TO%HEMIL, Bz E5F =y 7 L, @20 Z1ET,
10 438 — B3 oo FE#HAT 5,

25 o3[ — RIS, EFIE - ATHBEZ#EE, RISS—F T =&, TRV
— T CEA T =y 7 SED,

154318 — Zdmiik, RIS e A—aHii L, Bz 2 BHcEL, A0
AR5,

15530 — B4, E9REICREE2@EET%, N— =B x2TF =7
SED, WICHENIEAZTF = v 7 L, a0 Z1Ed, £ OBAENL,

PR AT 5,
LEES
B 2 DAL

In this email, who are “ssingh” and “sato”?
They are software developers at CSU.

Why is Tommy Toyama writing them?

He wants to follow-up his conversation from last year.
He wants to start working with them.

He needs help with the CSU software

Where do “ssingh”, and “sato” work?
They work at CSU.

What is different about this year and last year?
Last year, Tommy had no assistants.
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H 3 DAEE

Fr: Hiroyuki Sato

To: Tommy Toyama toyama_tommy(@toyama-college.ac.jp
Cc: Sinjit Singh

Re: Re: Our meeting last year

It’s great to hear from you, especially to hear the wonderful news that you’ll have two
assistants working with you this year. Just the other day, Sinjit and I were talking about
your interviewing system. We think it’s a wonderful idea and we are ready to help you
with any of your questions regarding the database you will set up.

If possible, please send us the email addresses of the programmers, so we can keep in
direct contact. We’ll make sure to Cc: you on any email we send.

When you download our software to implement within your system, there are some
exact procedures that must be followed. Please check the attached manual on how to do
sO.

Again, it is nice to hear from you. Please keep in touch.

P.S. If your students are interested, we have an internship program for those studying
JAVA or Ruby on Rails.

It’s 3 weeks long and free for any students who attend schools who are research partners
like us. Please give it a thought.

Hiroyuki Sato
Professor of Robotics
CSU, Massachusetts, USA

assistants | friendly programs | email Ruby on | Cc: followed
Rails

home Sinjit Singh system internship | research researcher

any idea computers | attached direct database | implement

EH 4 DRFEE

Hiroyuku Sato and Sinjit Singh are going to help Tommy Toyama with the project. T/F

They sent a file attachment to help Tommy set up the database. T/F
Tommy’s students will go to the USA to learn C++. T/E
Tommy needs to follow the instructions in the manual for the download. T/F
Both Hiroyuki and Sinjit seem interested in Tommy’s program. T/F
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Ef1: KD e X—I&FHHH, GPbRVHEZFZF =2 LTSI,

Fr: Tommy Toyama toyama_tommy(@toyama-college.ac.jp

To: ssingh, sato
Re: Our meeting last year
Good day. This is Tommy Toyama from Toyama College in Imizu, Japan.

I hope you remember me. We met about 1 year ago at CSU regarding the incorporation
of your software into my virtual interviewing system. This past year has gone by very
slowly and there were so many things to do on so many different levels. I apologize for
not replying earlier to follow-up our conversation

During this past year, we were unable to find a programmer who could construct the
necessary database to implement your idea. If you remember from our conversation,
you recommended that I set up a database with text audio and scores. As the database
grows, there is a possibility to give some automatic feedback based on what was scored
before.

I hope you do remember what we were talking about, and I hope we can cooperate in
the future. This year, I am lucky to have 2 programmers, with one handling the
database, and the other ready to implement the current Pyramid system into ours.

Thank you for your time.
Tommy Toyama

Professor in the Information Technology Department
Toyama College, Japan
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In this email, who are “ssingh” and “sato?

Why is Tommy Toyama writing them?

Where do “ssingh”, and “sato” work?

What is different about this year and last year?
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Fr: Hiroyuki Sato

To: Tommy Toyama toyama_tommy@toyama-college.ac.jp
Cc: Sinjit Singh

Re: Re: Our meeting last year

It’s great to hear from you, especially to hear the wonderful news that you’ll have two

working with you this year. Just the other day, and I were talking
about your interviewing . We think it’s a wonderful , and we are
ready to help you with of your questions regarding the you will
set up.
If possible, please send us the addresses of the programmers, so we can
keep in contact. We’ll make sure to you on any email we send.
When you download our software to within your system, there are some
exact procedures that must be . Please check the manual on how
to do so.

Again, it is nice to hear from you. Please keep in touch.

P.S. If your students are interested, we have an program for those studying
JAVA or . It’s 3 weeks long and free for any students who attend schools who
are partners like us. Please give it a thought.

Hiroyuki Sato
Professor of Robotics
CSU, Massachusetts, USA

assistants | friendly programs | email Ruby on | Cc: followed
Rails

home Sinjit Singh system internship | research researcher

any idea computers | attached direct database | implement

Hf 4 : IERRE: KDIDIE LITAITT IC, o TOiIE FICA & TS 7ZE
&,

Hiroyuku Sato and Sinjit Singh are going to help Tommy Toyama with the project. T/F

They sent a file attachment to help Tommy set up the database. T/F
Tommy’s students will go to the USA to learn C++. T/F
Tommy needs to follow the instructions in the manual for the download. T/F
Both Hiroyuki and Sinjit seem interested in Tommy’s program. T/F
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10 5/ — ==v F1 0 DIEH,

5 R — #FEhix, BRI 1 o0 FEHAT 5,

5 M — AEICERM 1 2%, T TRz EF v I D,

5 3R — TOBEANT, Az & BERICEL,

207 - H2 b, RERD HTITo,

20 3fH] — ERI3 b, RILRY HTIT I,

10 5 — EFFEIC, BMADe A—NLE2HEY, SBEYF v 7 SH 5,

15450 — RICFAEIL, S—=bF—¢ e A= L2 FHIE%, MEZEIE,
R CEZ BT v IHDH,

20 0 — #HEfX, 79 ARBLEZET v/ L, B2 EiFMCHAT 5,

B 1 DOAFE

1. Duplicate 4 Drink 6. Terminate 8 Show

2. Concept 1 Copy 7. Currently 10 Get

3. Subsequent 5 Best 8. Demonstrate 7 Now

4. Beverage 3 Next 9. Miniscule 9 Very small
5. Optimum 2 Idea 10. Obtain 6 End
I 2 DOfFE

1. At all times 3 Meet 6. On a weekly basis 10 Sometimes
2. Be considered as 8 About 7. Take action 7 Act

3. Hold a meeting 6 Weekly 8. With reference to 2 Is

4. In many cases 4 Often 9. On a daily basis 5 Soon

5. In the near future 9 Daily 10. In some cases 1 Always
B 3 DAFE

1. There is a miniscule chance that we will obtain the results in the near future.
There is a small chance that we will get the results soon.

2. Duplicating another concept could be considered as cheating
Copying an idea is cheating.

3. In many cases, we hold a meeting on a weekly basis.
Often, we meet weekly.

4. Somebody should take action with reference to the problem.
Somebody should take action about the problem.

5. Currently, the optimum solution is to demonstrate the subsequent action.
Now, the best solution is to show the next action.
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1. With respect to your last order, we

will confirm the shipping date at You mugt send all the information about

our earliest convenience. the confference by January 5t

2. In the majority of instances, the

necessity for you to pay extra W¢ mad¢/software to help you

handling fees for our merchandise hicate in English

have been eliminated.

3. The company’s newly

manufactured robot exhibits We will tell you the shipping date of your

ability to take bodily temperatyr last order as soon as we are able.

deliver medicine and to serve a
doctor’s aide in a medical

institution.

4. Our recently created soft

allows the user to enhange thei Usually, you don’t have to pay extra

communicative skilds iy listening

money to receive our product.
and speaking English

5. The transmission
correspondence/regarding the The new robot can work as a nurse.
th
conference, are due on the 25" of

January.
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2=y F4~6T, BRALRGE COaIa=r—a &K YD, 3 ODHGE]
D ZEFATEE L, 1] BIEETE (am ...ing;) & 2] @EFR (played) & 3]
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E1: PEL 2 RERT, LVBHRHZZRL TS X0,

1. Duplicate Drink 6. Terminate Show

2. Concept Copy 7. Currently Get

3. Subsequent Best 8. Demonstrate Now

4. Beverage Next 9. Miniscule Very small
5. Optimum Idea 10. Obtain End

E2: PEL 2REHRT, LVBHRHZZRL TS X0,

1. At all times Meet 6. On a weekly basis  Sometimes
2. Be considered as About 7. Take action Act

3. Hold a meeting Weekly 8. With referenceto  Is

4. In many cases Often 9. On a daily basis Soon

5. In the near future ~ Daily 10. In some cases Always

Ef3: L OBHRHZFG > T, FTOXFEZZEZEHL TS /LI,

1. There 1s a miniscule chance that we will obtain the results in the near future.

2. Duplicating another concept could be considered as cheating

3. In many cases, we hold a meeting on a weekly basis.

4. Somebody should take action with reference to the problem.

5. Currently, the optimum solution is to demonstrate the subsequent action.
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1. With respect to your last order, we
will confirm the shipping date at our

earliest convenience.

2. In the majority of instances, the
necessity for you to pay extra
handling fees for our merchandise

have been eliminated.

3. The company’s newly manufactured
robot exhibits the ability to take
bodily temperatures, deliver
medicine and to serve as a doctor’s

aide in a medical institution.

4. Our recently created software allows
the user to enhance their
communicative skills in listening
and speaking English.

5. The transmission of all
correspondence, regarding the
conference, are due on the 25" of

January.

42

You must send all the information about the

conference by January 25"

We made software to help you

communicate in English

We will tell you the shipping date of your

last order as soon as we are able.

Usually, you don’t have to pay extra money

to receive our product.

The new robot can work as a nurse.
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2 Ql.A Q2.C Q3.C
E/#4.1-sorry  2-information 3-have  4-sooner 5-leave 6-return

7- full 8- important ~ 9- Seoul
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Fr: Tomoko Takaoka toyama tomo@jvt.co.jp

To: Tommy Toyama

Re: your request

Dear Mr. Toyama

Thank you for e-mailing me to help you arrange your travel plans for your
company's next business trip to Shanghai, China. As you may know, in China
the busiest season for travelling starts near the end of January and the start of
February, this is due to the New Year’s celebrations.

Therefore, it is very important that we quickly book your reservations. To do so,
| need to ask you a few questions: Do you have any airline preference? What
dates are you available to travel? And you requested 6 seats, right? Do you
need a direct flight? And finally is there any place that you'd like to stopover?

If possible, please reply within the week. When you do decide, you'll need to
make a non-refundable deposit for the tickets in the sum of $200 US. You can
pay either by cash or credit card. Unfortunately money transfers are not
accepted.

Thanks,
Tomoko

H2: BRICEZ TS 7230,

Q1. Tomoko is replying to an email that Tommy sent.
A] True

B] False

C] Maybe

Q2. Tommy and his colleagues are planning a trip to China for...
A] sightseeing during the Chinese New year.

B] a business trip by himself.

C] a business trip with co-workers.

Q3. Tomoko is worried that...

A] they will have a good time in China and not work.
B] they’ll be too busy in China.

C] she won’t be able to get flights for them.
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Fr: Tommy Toyama
To: Tomoko Takaoka

Re: Trip to China

Good afternoon Tomoko, and thank you for your quick reply. I'm 1 for
leaving out that important 2 . Let me try and answer your questions one
by one. First, we really don’t 3 an airline preference, the 4

the better. Secondly, we would like to 5 Japan on January 26th and

6 before February 5™ 1l be traveling with a group of 5 people. I know
the flights are 7 , so while a direct flight would be convenient, it is not

8 . Actually, some of the others were thinking about stopping over in

9 on the way back.

Thanks again Tomoko, and have a nice day,
T.T.

BELWL ORE, BN Z ADPDHGHEEES T, ZEHEHD TS ZE 0,

Seoul full important sorry information leave

return have sooner
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HH4: FD "urgent reply" F k5, 06 RVVHEGEEZ T 2 LTS EED,

Urgent reply

Fr: Tomoko Takaoka

To: Tommy Toyama

Re: Trip to China

I am so sorry to send you this urgent email, but I’ve been able to reserve the last 5 seats on
Air China leaving Toyama on the 25th. However the return trip is a problem. The only
tickets available are Beijing-Seoul-Toyama, Beijing-Xian-Shanghai-Osaka and
Shanghai-Seoul-Singapore-Tokyo, and they all leave Beijing on the 6th. Please email me as
soon as possible, and tell me what you want me to do. Also, if you do want to book one of
these flights, please let me know how and when you’ll pay.

Please email me before closing today.

Thanks,

Tomoko
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1. Plan a party with your project team and invite a guest: First think of answers for
the following

A: Reason to hold the dinner:

B: When (day & time)?

C: Where (place & name)?

D: Attire (business, formal, casual)?

E: How many people?

F: What will you eat?

H: Who will you invite?

Now use the above information and write the email with your team:
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2. Report a problem and ask for advice

What's the Problem?

When did you notice it?

Who will you write to?

What do you want them to do?

Do you need it repaired or replaced?

What will you eat?

Who will you invite?
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3. Place an order

What do you need?

What is it for?

What is the part/model/version number?
When do you need it?

How many do you need?

Can it be downloaded?

How can it be sent?

How much does it cost?
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Email #1 - Business

To: Toyama College IT Department Feb. 13", 2013
Fr: Tommy Toyama
Subj: Request for Information

Dear Sir/Madam,

My name is Tommy Toyama and I work for the Rocky Mountain Research Group, here in Banff, Canada. I am writing to you
today to request more information on your Intranet Office Systems Solutions.

We are a small research group with several buildings in various places around the mountains. We heard that you specialize in
high-quality, high-spec wireless office intranet systems. And since you work in Toyama, maybe you are familiar with our
situation.

If possible, please send us some more information on options for the system, as well as prices.
Thank you again for your time. We look forward to receiving your information.

Sincerely,

Tommy Toyama

IT Specialist, Rocky Mountain Research Group
Banff, Canada

Email #2 — Business Casual

To: Toyama College IT Department Feb. 13", 2013
Fr: Sinjit Singh

Subj: Request for Information

Dear Tommy,

This is Sinjit from CSU.

I heard you were coming to the Computer Conference in California. If you are not too busy in the evening after the first day of
lectures, we were wondering if you’d be interested in going out to dinner with me and Hiroyuki.

Please have a look at this website www.californiarestaurants.com, there are 3 different choices. Let us know what kind of food
you like to eat, and we’ll find a good place.

We’re looking forward to seeing you again.

Sincerely,

Sinjit Singh

Professor, Computer Studies
CSU, California, USA
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Email #1

To:

Fr:

Subj:

Email #2
To:

Fr:

Subj:
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il 3¢
""Hello Takeshi
How are you? This is Futoshi from BIT.
We have a problem with our server.
Can you send somebody out to help us fix it?"

Yours sincerely
Futoshi."

WIZFHAE AL, ZTNEZHENCEYE, BN BE LD MHEICT = v 7
LTHH I, (E:e A—/VIREEREFETH DHLE T2, ZhEM
Al a=m—arERHIEN, TOREOHNTH - T, Lk
FETIHR LRV DL THS,)

HEFDOF = v 7 Dtk A —MTFEBIZED, FAEBIXZENEHA,
WO RIRIEZIED,
HEHANBREEEDENC, FAEBIX, BENZE -T2y %2 LT
HH 9,

#1153 (IR17) -
""Hello Futoshi.
I am fine thanks, and hope you are too.
I checked with our staff and somebody can come check this
afternoon.
They said they can come to your office for about 3pm.
Hope this helps you.
Thanks
Takeshi"

TO%, FAEANEBIIRBEZZEL, RUIERET D, TORIE, FHrLiv—
FF— AT, FTLWEEETHEHE 21T 9,

L, REOHE T 72O EED | FICHESCRHELZIT I,
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{1 3C

To name
I am sorry but I won't be able to join visit your company
tomorrow to check your server. We have a lot of work to finish here first.
Could you please tell what other days will be good for you to do the check?
Sorry for all the problems caused.
Yours sincerely
Futoshi.

FAIZZD e A =TT HMRREE 2, REZED,
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T2 g 1 AIXEDNNEH N7 820D XEE, 3OF TS /AS
0,

T2 g 20 IRDGHISN TS, HAGFEZAAL TS 720,
Al computer = 2 E 2 —X

11. object code = 2. anti-virus software =
3. keyboard. = 4. optical drive =

5. flash drive = 6.click =

7. drag = 8. calculate =

9. execute = 10. source code =

g 3 RDGEN, LIRS adjective, 57705 noun | EjFiic b
verb TN AL TS S0,
#Y finish _verb  table _noun  big _adjective

able be person

time good get

know government old
important problem find
try new fact
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#i TV yesterday watched I = 1 watched TV yesterday

1. I women prime minister will be of think Japan a.

2. yesterday you go did where

3. tennis playing now I am park in the

4. Tokyo going tomorrow am I to

5. I visited friend my college from week last

6. John hard working is today

7. week last project the on hard very worked 1

THEADT XML, e X /HIZRT ST, ZAE S TS S e X —/kiZ
W5 LTS EEL,
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