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			Dedication

			
		
    This comprehensive Business English Communication Plan, drawing insights from the Lingua Core Book methodology, is your essential guide to mastering professional interactions in the global marketplace. Whether you're an ambitious entrepreneur building your startup from the ground up, a dedicated student aiming for a competitive edge in your future career, or a seasoned business professional looking to refine your communication prowess, this plan is tailored for you.

Our overall goal is to enable learners to handle routine business tasks, understand the main points of clear input, and confidently participate in basic conversations and discussions within a business environment.

In today's interconnected world, effective English communication isn't just a desirable skill; it's a fundamental necessity. This curriculum is designed to equip you with the linguistic tools and confidence needed to navigate diverse workplace scenarios, from daily office routines and managing deadlines to leading meetings and solving complex problems. You'll learn to articulate your opinions clearly, make precise inquiries, deliver impactful presentations, and build stronger client relationships.

By focusing on practical, real-world communication channels like emailing, phone calls, and face-to-face discussions, this plan goes beyond theoretical knowledge. It provides actionable strategies and essential vocabulary to help you thrive in any 
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This comprehensive Business English Communication Plan, drawing insights from the Lingua Core Book methodology, is your essential guide to mastering professional interactions in the global marketplace. Whether you're an ambitious entrepreneur building your startup from the ground up, a dedicated student aiming for a competitive edge in your future career, or a seasoned business professional looking to refine your communication prowess, this plan is tailored for you.

Our overall goal is to enable learners to handle routine business tasks, understand the main points of clear input, and confidently participate in basic conversations and discussions within a business environment.

In today's interconnected world, effective English communication isn't just a desirable skill; it's a fundamental necessity. This curriculum is designed to equip you with the linguistic tools and confidence needed to navigate diverse workplace scenarios, from daily office routines and managing deadlines to leading meetings and solving complex problems. You'll learn to articulate your opinions clearly, make precise inquiries, deliver impactful presentations, and build stronger client relationships.

By focusing on practical, real-world communication channels like emailing, phone calls, and face-to-face discussions, this plan goes beyond theoretical knowledge. It provides actionable strategies and essential vocabulary to help you thrive in any business environment. Structured into 5 modules, this program is designed for progressive learning, guiding you from A2 towards B1 proficiency. Prepare to enhance your ability to describe products and services, understand and address common problems, and propose effective solutions, ultimately contributing to your professional growth and the success of your ventures.

Plan

Module 1: Streamlining Daily Business Operations


	
Lesson 1: Describing Work Routines 
	
Topics: Discussing typical work activities and daily schedules.

	
Grammar: Present Simple vs. Present Continuous (for routines vs. current activities).





	
Lesson 2: Talking About Time and Frequency 
	
Topics: Understanding and using schedules, discussing how often things happen.

	
Grammar: Prepositions of time (at, on, in), adverbs of frequency.





	
Lesson 3: Defining Job Responsibilities 
	
Topics: Describing your job role and key duties.

	
Grammar: Vocabulary for job responsibilities and using verbs of action.





	
Lesson 4: Navigating the Office and Instructions 
	
Topics: Describing the office environment, giving and following simple instructions.

	
Grammar: Prepositions of place (in, on, under), imperatives (for instructions).





	
Lesson 5: Everyday Office Vocabulary 
	
Topics: Common actions and items in an office setting, simple office interactions.

	
Grammar: Expanding vocabulary for office actions and basic sentence structures for daily communication.









Module 2: Handling Business Interactions 


	
Lesson 1: Making Simple Requests 
	
Topics: Asking for things politely in a business context.

	
Grammar: Modals for requests (Can, Could, Would you like).





	
Lesson 2: Offering Help and Suggestions 
	
Topics: Responding to requests, making offers and basic suggestions.

	
Grammar: Modals for offers (May, Can I help you?), phrases for suggestions ("How about...?", "Why don't we...?").





	
Lesson 3: Basic Phone Communication 
	
Topics: Answering the phone, making simple inquiries, giving brief information.

	
Grammar: Common phone phrases, polite language.





	
Lesson 4: Scheduling Appointments 
	
Topics: Making, confirming, and changing appointments.

	
Grammar: Vocabulary for scheduling, phrases for confirming and rescheduling.





	
Lesson 5: Polite Responses 
	
Topics: Accepting and declining requests/offers politely.

	
Grammar: Expanding polite language and common phrases for agreement/disagreement.









Module 3: Business Timelines: Navigating Past, Present, and Future


	
Lesson 1: Describing Past Events 
	
Topics: Talking about completed actions or events in the past.

	
Grammar: Past Simple (regular and common irregular verbs).





	
Lesson 2: Discussing Ongoing Past Actions 
	
Topics: Describing actions that were in progress at a specific time in the past.

	
Grammar: Past Continuous.





	
Lesson 3: Planning and Future Arrangements 
	
Topics: Talking about definite plans and arrangements for the future.

	
Grammar: 'going to' for future plans.





	
Lesson 4: Predicting and Expressing Intention 
	
Topics: Making predictions, expressing intentions for the future.

	
Grammar: 'will' for predictions and spontaneous decisions.





	
Lesson 5: Projects, Events, and Deadlines 
	
Topics: Using vocabulary related to projects, events, and discussing deadlines.

	
Grammar: Time expressions (yesterday, last week, next month, in 2023) used with past and future tenses.









Module 4: Workplace Communication Channels 


	
Lesson 1: Structuring Business Emails 
	
Topics: Understanding and using proper email formats for work.

	
Grammar: Email structures (subject lines, opening/closing phrases), paragraphing.





	
Lesson 2: Emailing for Updates and Inquiries 
	
Topics: Writing emails for updates, making inquiries, sending confirmations.

	
Grammar: Vocabulary for common email topics (updates, inquiries, confirmations).





	
Lesson 3: Participating in Basic Meetings 
	
Topics: Understanding meeting agendas, agreeing and disagreeing simply.

	
Grammar: Phrases for simple meeting participation (agreeing, disagreeing simply, asking for clarification).





	
Lesson 4: Managing Phone Messages 
	
Topics: Taking and leaving clear phone messages.

	
Grammar: Reported speech (simple forms), clear articulation for phone calls.





	
Lesson 5: Linking Ideas with Relative Clauses & Conditionals 
	
Topics: Adding detail to descriptions, discussing possibilities and consequences.

	
Grammar: Simple relative clauses (who, which, that), Conditionals Type 0 and 1.









Module 5: Business Insight: Opinions, Problems, and Solutions


	
Lesson 1: Describing Products and Services 
	
Topics: Explaining features and benefits of products/services.

	
Grammar: Comparative and superlative adjectives (expanding use).





	
Lesson 2: Expressing and Asking for Opinions 
	
Topics: Giving your viewpoint, asking others for their thoughts.

	
Grammar: Phrases for expressing opinions ("I think...", "In my opinion...", "I agree/disagree").





	
Lesson 3: Identifying Common Problems 
	
Topics: Recognizing and describing typical issues in a business context.

	
Grammar: Vocabulary for describing common issues, negative adjectives.





	
Lesson 4: Suggesting Simple Solutions 
	
Topics: Offering ways to resolve basic problems.

	
Grammar: Vocabulary for simple solutions, phrases for suggesting actions.





	
Lesson 5: Clarifying and Confirming Information 
	
Topics: Ensuring understanding in discussions, confirming details.

	
Grammar: Phrases for clarifying and confirming information, question forms for verification.







Module 1:

Streamlining Daily Business Operations

Lesson 1:

Describing Work Routines

Object: Discussing typical work activities and daily schedules using a dialogue followed by a grammatical explanation and advice.

Dialogue

Context: Alex and Chris, both managers, are discussing their current tasks and team activities in the office.


	
Alex: Good morning, Chris. How are our daily operations looking today?

	
Chris: Good morning, Alex. My team is currently handling urgent client inquiries. I usually start my workflow by checking emails.

	
Alex: Same here. I'm prioritizing the budget review this morning. Our department needs these updates by the deadline.

	
Chris: Understood. My project manager is still finalizing the schedule for the new campaign.

	
Alex: Right. So, your team isn't launching the marketing strategy this week?

	
Chris: No, we're developing the content for it, but the launch is next month. Are you working on any proposals?

	
Alex: Yes, I'm preparing a proposal for a potential partner. It's a key task.

	
Chris: Sounds important. We're always looking to improve our efficiency.

	
Alex: Absolutely. Regular briefings help with that productivity.

	
Chris: Agreed. I'll check my calendar for a quick chat later about our objectives.





English Grammar Explanation


	
Present Simple for Routines and General Truths: 
	"I usually start my workflow by checking emails." (Describes a regular habit/routine)

	"Our department needs these updates by the deadline." (States a general requirement/truth)

	"We're always looking to improve our efficiency." (Though "always" is used with continuous, it indicates a constant state/habit of looking, functioning as a general truth).

	"Regular briefings help with that productivity." (Describes a general fact/routine benefit).





	
Present Continuous for Current or Temporary Actions: 
	"My team is currently handling urgent client inquiries." (Describes an action happening at the moment of speaking).

	"I'm prioritizing the budget review this morning." (Describes a specific, ongoing action happening now/today).

	"My project manager is still finalizing the schedule." (Indicates an action in progress that isn't yet complete).

	"Your team isn't launching the marketing strategy this week?" (Asks about a temporary plan or action not happening now).

	"We're developing the content for it." (Describes an ongoing process or project).

	"I'm preparing a proposal for a potential partner." (Describes an action in progress).

	"I'll check my calendar." (Simple future action, but often contrasts with present continuous when talking about immediate plans).









Key English Business Vocabulary & Pronunciation


	
Operations 
	
Pronunciation: /ˌɒpəˈreɪʃənz/ (op-uh-RAY-shunz)


	
Intonation Advice: Stress on the third syllable.






	
Team 
	
Pronunciation: /tiːm/ (TEEM)


	
Intonation Advice: Long 'ee' sound.






	
Client 
	
Pronunciation: /ˈklaɪənt/ (KLY-unt)


	
Intonation Advice: Stress on the first syllable.






	
Inquiries 
	
Pronunciation: /ˈɪnkwəriz/ (IN-kwuh-reez)


	
Intonation Advice: Stress on the first syllable.






	
Workflow 
	
Pronunciation: /ˈwɜːrkfloʊ/ (WERK-floh)


	
Intonation Advice: Stress on the first syllable.






	
Emails 
	
Pronunciation: /ˈiːmeɪlz/ (EE-maylz)


	
Intonation Advice: Stress on the first syllable.






	
Budget 
	
Pronunciation: /ˈbʌdʒɪt/ (BUHJ-it)


	
Intonation Advice: Stress on the first syllable.






	
Review 
	
Pronunciation: /rɪˈvjuː/ (rih-VYOO)


	
Intonation Advice: Stress on the second syllable.






	
Department 
	
Pronunciation: /dɪˈpɑːrtmənt/ (dih-PART-ment)


	
Intonation Advice: Stress on the second syllable.






	
Updates 
	
Pronunciation: /ˈʌpdeɪts/ (UP-dayts)


	
Intonation Advice: Stress on the first syllable.






	
Deadline 
	
Pronunciation: /ˈdɛdlaɪn/ (DED-lyn)


	
Intonation Advice: Stress on the first syllable.






	
Project 
	
Pronunciation: /ˈprɒdʒɛkt/ (PROJ-ekt)


	
Intonation Advice: Stress on the first syllable.






	
Manager 
	
Pronunciation: /ˈmænɪdʒər/ (MAN-uh-jer)


	
Intonation Advice: Stress on the first syllable.






	
Schedule 
	
Pronunciation: /ˈskɛdʒuːl/ (SKED-yool) - US English often /ʃɛdʒuːl/ (SHED-yool) - UK English often


	
Intonation Advice: Stress on the first syllable.






	
Campaign 
	
Pronunciation: /kæmˈpeɪn/ (kam-PAYN)


	
Intonation Advice: Stress on the second syllable.






	
Strategy 
	
Pronunciation: /ˈstrætədʒi/ (STRAT-uh-jee)


	
Intonation Advice: Stress on the first syllable.






	
Content 
	
Pronunciation: /ˈkɒntɛnt/ (KON-tent)


	
Intonation Advice: Stress on the first syllable (when referring to the material/information).






	
Proposals 
	
Pronunciation: /prəˈpoʊzəlz/ (pruh-POH-zuhlz)


	
Intonation Advice: Stress on the second syllable.






	
Partner 
	
Pronunciation: /ˈpɑːrtnər/ (PART-ner)


	
Intonation Advice: Stress on the first syllable.






	
Task 
	
Pronunciation: /tɑːsk/ (TAHSK) - US English often /tæsk/ (TASK) - UK English often


	
Intonation Advice: Single syllable word.






	
Efficiency 
	
Pronunciation: /ɪˈfɪʃənsi/ (ih-FISH-uhn-see)


	
Intonation Advice: Stress on the second syllable.






	
Briefings 
	
Pronunciation: /ˈbriːfɪŋz/ (BREE-fingz)


	
Intonation Advice: Stress on the first syllable.






	
Productivity 
	
Pronunciation: /ˌprɒdʌkˈtɪvəti/ (prod-uk-TIV-uh-tee)


	
Intonation Advice: Stress on the third syllable.






	
Calendar 
	
Pronunciation: /ˈkælɪndər/ (KAL-in-der)


	
Intonation Advice: Stress on the first syllable.






	
Objectives 
	
Pronunciation: /əbˈdʒɛktɪvz/ (uhb-JEK-tivz)


	
Intonation Advice: Stress on the second syllable.










Advice on Keyword Usage


	
Operations: Refers to the regular, day-to-day activities of a business. Use "daily operations" for routine tasks.

	
Team: A group of people who work together on a specific task or within a department.

	
Client: A customer or someone who receives professional services from a business.

	
Inquiries: Questions or requests for information. Often handled by customer service or sales teams.

	
Workflow: The sequence of tasks or processes required to complete a job. Optimizing workflow improves efficiency.

	
Emails: A primary tool for written business communication. Essential for internal and external messages.

	
Budget: A financial plan that estimates revenues and expenses for a specific period. "Budget review" is checking this plan.

	
Review: A formal examination or evaluation of a document, project, or performance.

	
Department: A specialized division within an organization (e.g., Marketing Department, HR Department).

	
Updates: New or current information that improves upon older information. Giving/receiving updates is common.

	
Deadline: The final date or time by which a task or project must be completed. Missing deadlines can have serious consequences.

	
Project: A planned piece of work that has a specific purpose and usually a defined start and end date.

	
Manager: A person responsible for controlling or administering all or part of a company or organization.

	
Schedule: A plan for carrying out a process or activities, stating the order and time for each.

	
Campaign: A series of planned actions intended to achieve a particular result, often in marketing or advertising.

	
Strategy: A plan of action designed to achieve a long-term or overall aim.

	
Content: The information or material created for a website, campaign, or document.

	
Proposals: Written plans or suggestions put forward for consideration, often for new projects or business deals.

	
Partner: An individual or company that collaborates with another to achieve a shared goal, often in a business venture.

	
Task: A piece of work to be done or undertaken. A fundamental unit of work.

	
Efficiency: The state or quality of being efficient – achieving maximum productivity with minimum wasted effort or expense.

	
Briefings: Short meetings or presentations to give essential information or instructions.

	
Productivity: The rate at which goods are produced, or the efficiency of a worker/company. Improving productivity means doing more with less.

	
Calendar: A system of organizing days, weeks, and months; in business, often used for scheduling appointments and meetings.

	
Objectives: Specific, measurable, achievable, relevant, and time-bound goals that a business aims to achieve.



Lesson 2:

Talking About Time and Frequency

Object: Understanding and using schedules, discussing how often things happen using a dialogue followed by a grammatical explanation and advice.

Dialogue

Context: Olivia and Liam, colleagues, are discussing their approaches to managing their schedules and frequent tasks, emphasizing how often things occur.


	
Olivia: Hi Liam! How do you always keep your weekly schedule so organized for operations?

	
Liam: Good question, Olivia. I usually plan my key tasks on Monday mornings. Our team briefing is every day at 9 AM.

	
Olivia: That's consistent. Do you often check client emails throughout the day, or just in the afternoon?

	
Liam: I check them daily, but sometimes I only respond at 3 PM. We provide updates twice a day.

	
Olivia: My department never holds long project meetings; they're very efficient.

	
Liam: That's great! We rarely finish those on time. How frequently do you send progress reports?

	
Olivia: Monthly for this project. Our annual strategy session is coming up in June. I hardly ever miss it.

	
Liam: Right, that's crucial for setting objectives. Do you ever find yourself overwhelmed by the workflow?

	
Olivia: From time to time, but it's usually manageable. We often discuss efficiency in our team meetings.

	
Liam: Makes sense. I always ensure my calendar reflects all these fixed sessions.





English Grammar Explanation


	
Prepositions of Time (at, on, in): 
	
At + Time: Used for specific clock times or points in time.  
	"...at 9 AM."

	"...and again at 3 PM."





	
On + Day: Used for specific days of the week.  	"...on Monday mornings." (Can also be used for part of a specific day)




	
In + Part of Day / Month / Year: Used for parts of the day (general), months, seasons, years, or longer periods.  
	"...in the afternoon?"

	"...coming up in June."









	
Adverbs and Expressions of Frequency: 
	
Always: Indicates 100% frequency; something happens every time.  
	"How do you always keep...?"

	"...is always at 9 AM."

	"I always ensure..."





	
Usually: Indicates a common habit or routine (e.g., 70-90% of the time).  	"I usually plan my key tasks..."




	
Every + [Time Period]: For actions that happen at each interval.  	"...is every day at 9 AM."




	
Often: Indicates frequent occurrence, but not necessarily every time (e.g., 50-70% of the time).  
	"Do you often check...?"

	"We often discuss efficiency..."





	
Daily: Means happening every day.  	"I check them daily..."




	
Sometimes: Indicates occasional occurrence (e.g., 20-40% of the time).  	"...but sometimes I only respond..."




	
Twice a day: Specifies a frequency of two times within a day.  	"We provide updates twice a day."




	
Never: Indicates 0% frequency; something does not happen at all.  
	"My department never holds..."

	"No, never."





	
Rarely: Indicates very low frequency; almost never (e.g., 5-10% of the time).  	"We rarely finish those on time."




	
How frequently...?: A question to inquire about the rate of occurrence.

	
Monthly: Happening once a month.  	"Monthly for this project."




	
Annual: Happening once every year.  	"Our annual strategy session..."




	
Hardly ever: Very similar to "rarely" or "almost never."  	"I hardly ever miss it."




	
Ever: Used in questions to mean "at any time."  	"Do you ever find yourself overwhelmed...?"




	
From time to time: Means occasionally, not regularly.  	"From time to time, we do extra training."
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