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1. Rule of Basic Email
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5. Contacting Customers
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1. Introduction to Cross-cultural Negotiations

- PPT material designed to make participants
aware of how different each country’s style is.

2. Multi-Country Negotiation Styles

- PPT material will be used to breakdown the
differences in 6 different Country’s negotiation
styles.

3. Multi-Country Negotiation Styles Group work

- Participants will breakdown into small groups to
answer a series of questions about 6 different
countries.

- The trainer will use PPT to compare material
to the participants answers.

4. Case Study in Cross cultural Negotiations

- Small groups will begin preparing for a role
play negotiation.

1%}

5. Negotiation Role-Plays

- Negotiation role-plays will be designed to
focus on real-world situations participants will
be facing.

6. Social styles in Negotiations

- How the 4 different social styles affect
negotiation styles.

224X} 7. Role-plays using 4 social styles

- Activities will be focused on participants
demonstrating their ability to handle different
styles of negotiators.

8. Negotiating Strategies

- PPT will be used to cover the different
strategies that can be used for different
countries.

9. Negotiating Strategies

- Participants will work in small groups to answer
a series of questions about other countries
negotiating styles.

10. Negotiating Strategies Answers

- PPT material will be used to compare the
participants answers with the trainers
information.

11. Role-Play on Negotiating strategies

- Participants will work in small groups to prepare
for cross cultural negotiations.

12. Common Negotiating Mistakes

- PPT will be used to go over common mistakes
in cross cultural negotiations.

3%}
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Basic Grammar master
== Q1 Xf0|Q= Story 107/E A1 27|
2t AE2|0f SiEEl= 120~150 EHO| master
|28t EHOjS 0| ]R3 ¥4 Ha
He| XA BHAF master

A4sts HO{ES Y check-up.
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Chapter | : Story |

- TEHEOIEEY, TAIAT) story 18 F&2M 7|
- TR (AL TRIALT) story 2H FaMT|
Chapter | : Story Il

- YOI, XA, HE8A) story 1

- BAMEH1 MY story 24 H/M |

Chapter | : Story llI

- THOIEEY, AT, HEALRA) story 1
- E 7)o| MX|ALZ 1, story 2 H&AT|
Chapter Il : Story IV

-2HYOI2EY, XA, HEALRA, story 1
- EHAE 1, story 2 HaMT|

Chapter Il : Story |

-2 YI2EY, 407 story 18 H&2M7|

- ZE AR, story 2 H&AMT|

Chapter Il : Story I

- BYHOIEEY, $H0{ RS story 14Y&2

220K} |

3Ext

- WXL/ AEALZ B, story 2

Chapter IlI : Story Il

-2, AT ESAL A
- AR 2R, story 2

- SHA 24 1

Chapter IV : Story |

- THOIZEY, +M0fF) story 18 F&2M 7|
- HAIE 281, story 2

- EAF 2

Chapter IV : Story Il

- THOIEEY, =HOT, FAE)

- story 18 H&2M 7|

-HEBME I 2 1, story 2

Chapter IV : Story Il

-ZHIE2EY A0 AE, F8AR)
-FEARE Il 2 story 2B&MT)

Chapter IV : AKX 2%

- Final test
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1. Business Phone call Basics
Learning what you can should when
you answer the phone in a clear, polite
Manner.
- Making and receiving phone calls
1% 2. Phone Messages
Learn how to take a message and how to
check if you understood the caller correctly.
- Leaving and taking messages
- Leaving voice messages
- Calling back
3. Making appointment on the phone
2735} How to give good/bad news to a caller and to
confirm appointment details.
- Making and changing appointments
4. Telephone Inquiries
Learning basic expressions to use to ask for
help, get information or make a complaint.
3F Xt "
- Customer Service
- Getting information
- Making complaints
5. Conference Call
Learning how to report and share ideas with
other colleagues on the phone
AF K}

- Opening the conference
- Reporting
- Exercise on situation
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Business Writing: Email & Report (1 1)

xlst B dHEH

- HIXLA QS| DAL Qe fojnl MY xzt
2=0l > ot > {7 - 92 o|H Y /HA KO LR 7to|=2tole HAISHLCh
of 2 7z el - U oY BN EAT AN SAF,
(2 20417D o - 0|24, Y24 BY AEUS gaTLC

- Zo| gl B|BHAl HAlO| OfH|Y A B2 BHABILICH

150,000 (&) I8HH

]
o
o>
=
o

AR XY
1. Rule of Basic Email
- Basic Patterns of structure of writing Emails
MNIBOZ 7= dAN 2. Business Emails and Faxes
- Writing formal/informal business emails
3. Making Inquiries
SAol Y2 olsl| CHfst AR LA O|Mo| ROl MASH - Emails; Opening and closing a message
O|Mo| LQEA{Al AL O|X| Email O|2t= H2|3t £=Cto 2 - Asking for and sending information
TR0 Q&LICh CfZChot Business Email & Report A2 4. Business Prospects
Ut o HOILE BRI M Hats O] CHELC g fnechments / Pars of a message
N o o - . = - beginning and ending a message
siel HIZLA0M AE 52 2AMUS Ade = UACHH O] - Email conventions
Dl )g_g_gl Hlil-lﬁE %O‘Hﬂ Zjll' ;I'El-al'l El' 7|'§ %R_ﬂ' fa B. Contacting Customers
Ol Audience 2t Purposeg SMOZE HEOZ 0|I1= Writing - Referring / Giving good / bad news
o] Mg srASls P QL Ch - Saying what you can/cannot do

- British and American English / Paragraphs
6. When things go wrong
- Letter Layout / Referring to dates

Bszx=2n ) . . ) .
s - Making mild complaints / a point / Warning
- H=UA Fof ofo|Y ZHgof i3t = HQI Fto|=atolg

st& L O 7. Getting Things Done

Do O HO|M LS BEAFAZILIC - Requesting action / Apologizing

—_— = O

SR8 ARLAOCIY SHE UMY - Writing Faxes / Fax Layout
- XH‘JOi EEE}‘-é-i'—TI—xI' 3"% 9||:||% %EJO-I'—T'— 78—!'6;" %101 8. Maintaining Contact

HAMX 2 22st=s H8E AL - Personal Business/Opening & Closing Emails
-2t M HE MESHH =22 4 Y FE E-mail HADt - Inviting Clients and prospective clients

HAAES &30 QDK 2|2 YststA SH T - Accepting and Pecllnlng Invitations

9. Customer Service
28X} - Informal Business Letters/Informal Writing Style

- Replying to complaints/Advising Customers
10. Product Promotion
11. Placing Orders

- ZAOIM EE O Y S EESHY HEXNE|E St 2E - Emails to place work orders
-H|ZLAMOIM ZHosH O|HY B3 A DjE o 2tAl 9= - Delivery orders and product orders

- Checking orders
- Responding to orders
12. Making Complaints

B Zoyd
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[PT] 1.
[PT] 2.
[PT] 3.
[PT] 4.
[PT] 5.
[PT] 6.
[PT] 7.

Intro & Objectives
Demonstration
Understanding Presentations
Small Talk
Social Styles
Social Styles summary & presentation
Cross-Cultural Etiquette
[PT] 8. The Art of Storytelling
[PT] 9. Building context & Design
[PT] 10. Practice
[PT] 11. Gestures & Emotions
[PT] 12. Acting Lessons
[PT] 13. Coaching Sessions
1215 [PT] 14. Final Presentations
[Nego] 1. Introduction to Cross-cultural
Negotiations
[Nego] 2. Multi-Country Negotiation Styles
[Nego] 3. Multi-Country Negotiation Styles Group
work
[Nego] 4. Case Study in Cross cultural
Negotiations
[Nego] 5. Negotiation Role-Plays
[Nego] 6. Social styles in Negotiations
[Nego] 7. Role-plays using 4 social styles
[Nego] 8. Negotiating Strategies
[Nego] 9. Negotiating Strategies Answers
[Nego] 10. Role-Play on Negotiating strategies
[Nego] 11. Common Negotiating Mistakes
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Business Screen & News ®F 8t (A3 11d)
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- Pronunciation, liaison, stress
A=01> 3o SH|xUA B ESY, XL A B3 Col/40He
o & oz - Bloomberg/CNBC/NBC/CNN/BBC News
= o
ST P SFSHOE ] SHIZRUA B YOl SO BHY &5
= —
- Donald Trump2| Apprentice ShowE £3t HF &
XHA| KEA| L =
assue
II'ME EEE A|'0|0'|| :Il'|7|' %-I' E?_“:I'” p— * Business Expression
20rE . * Business-related vocabulary
Vocabulary & H3$1 <20 "a|
oLt GAtne THEA, "3 = FAFS AlZHo]| Hlsh &A =X
&Lch ol0] ZH3 Crojate AH fofalo] weat oo « Bloomberg News
2 0|20 & S2|X| %& Z2E BO| AgLch AA Fat, Uit « CNBC News
_ . " Comprehension : .
R HS AER S22 MOIUA HFHES SUAI7|BA Business News oo s
E20] Business YO{o| EHESHE 7|2 & U 14 2x9| ot
Lok
Listening
Con_1prehen5|on : « Dictation Drills from Movies
Business-related
= — Movie
> JE ek
-2 U YM S ¢ nHS S HAsHS FHAYUD
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