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A. Listen to the following conversation and fill the missing parts in the blanks.
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@ New words and expressions:

promotion n. {248
stiraulation n. $#L

publicity n. Ef%

target andience HIFX#

on-personal presentation AR
SpOonsor ERIES

@) on behalf of ft3=

inforrative advertising {5 B4/ &
persuasive advertising HFEl &
reminder advertising #RRE &
institutional advertising B¢/~ &
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Jefferson: Yes Thesunmlabonofaxanmrdmtmdfcr-
seﬂmg aIﬁsom:spmmtlm

Graham: Whatare ? .
target audiences about a firm sgoo&axdsemcesaremmnal'

Jefferson:

msics. |
Graham: How are the tasks performed? _
Jeﬁerson:ﬂtemlﬁmepexfom\edpﬁmaﬁly -—a:wpmdfounofmpexsmwl
pmenmﬁmbyé@msor______goods. services, or ideas.
Graham: How many types of advertising are there?
Jefferson: Mainly __ of advertising. '

I

Graham: Whatmeﬁtedlﬁamwamgﬂ\esewp&iofadveﬂmxg”

Jefferson: is used to explain the merits ol prodnctsmaneaﬂystzgc
ismedtooomincepeqﬂetobwmepmductraﬁ\erﬁmnamﬁter.
isusedtominmmomsmnerawarmasofapmduct&'m;ﬁce.'
isusedtomteafavmablepimneofacmnpamandhsidm!s,

semca,andmlesmﬁxeoommmlty '

Graham: Oh, youhaveagoodmdetstandmgofpmmmalmmgl&s 1 have more than

B. Listen to the passage and decide the questions true of false(T/F).

éaﬁﬁX%Miﬁ.
I)Thlsuapleceofradmadvemsemmbabwtcanm
2)Ifyouwantmgetanmfonnanona1bmd1me. ymmmlll—&()O—??S—OSﬁS ext.
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Listen to the tape again and answer the yuestions.
AR E, OEFHRE,

l)Wlmdoesﬂuspieceofadvemwmﬂltexmnagemtodo?

Frr—dta = WS S ES

)WmﬂaPolamldnstmItplcun'ehelpmdo? '

in person Z&A ~

- expert opinion & H &R

definite odj. THHHHY

@ expense n. 68
advatsmgca:npalgnr“nﬁdsﬁﬁ

guide 5. 519

in detail 3¥44

satisfactory odj. TEER
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Situation: M. Jordan, the Marketing Manager is in his office, talking with the Sales
Consultant, Mr. Hamper about their products promotion.
Jordan: I'm glad to meet you in person, Mr. Harper.
Hamper: I'm glad to have the pleasure of meeting you, too. Now what can I do for you?
Jordan: Well, as you know, we are very interested in developing new markets, and we
believe vour expert opinion will help us a lot. Would you give us some advice
about the marketing of our products?
Hamper: At the moment, it would seem to us that it isnot possible to give you a definite
answer.
Jordan: My biggest concern now is business pramotion. How can I get started?
Haraper: There are a lot of ways to push sales in USA. For example, try to make yourself
known by TV ads. '
Jordan: Advertisement on TV will cost a lot of money, I suppose.
Hamper: But for a new product, such expenses are absolutely necessary.
Jordan: I know. Now let’s discuss advertising campaign for our company’s preducts.
Hamper: As you know, in order to guide our carpaigns to success in the new market, we
should work out a careful plan.
Jordan: Could you put it in detail, Mr. Hamper?
Hamper: 1 think the first thing is what media we should use and when we should place ad-
vertising in the media.
Jordan: What media do you recommend ihen?
Harmper: 1 thmk television so much more effective if it doesn't matter for us to pay a little
more MOney. '
Jordan: Well, it's worth doing so long as the result is satisfactory. But when shall we
take this advertisement?
Hampes: How about the beginning of this f2117
Jordan: Ali right. Thank you for your valusble advice, Mr. Hamper.

-1
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New words and expressions:

adjustable adj. BT T749
spare the time %5 57 {E]
hicight n. B8

lever n. FLFF

' @ lean forward 7] {8l

knob n. FHi

built-in B

wrist n. FHi

situation: Jack is in a _furniture center, looking at an adjustable office chair.
ialesperson: Good afterncon! I see you are looking at our fully adjustable office chair.
Would you like me to help you?

ack: Yes, if you could spare the tirne. _

ales. Certainly! Let me show you how it works. As you can see, the height can be
changed using this lever on the right. Do you need a chair like this?

ack: Yes, I think so. But I would also like one that leans forward or back. Does this
chair do that? .

alss: Yes, the knob o the Lghi of the seat adjusis the angie by as much as twenty de-
grees.

ack: That shouid siop my back from aching!

ales: Yes, it certainly helps, in addition, this built-in cushicn can give you more Sup-
o

wck: That’s wonderful! My back needs it if s0. What about the anms?

ales: Theymnalsoberaisedorlowemdslighﬂyusing&aelqwbsonmerightandthe
left. Do you prefer to have the arms higher than this?

wk: Yes, very slightly, or my wrists get tired while I am working on the computer.

ales: Well, this arm position might suit you. Why don' t you try sitting on it and adjusting
it yourseif? I' m sure you could suit it fo your normal working position.

wck: Yes. That's a good idea. Thank you. It feels fine. I think I' it get one for my office.

- 5% .
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1) Work with a pam\-.:r Discuss the advantages and disadvantages of the TV advertising. QD

2) Work with 2 partner to make a conversation. You are the computer salesperson, try to
explain the featires of your computer to your partner as a customer.
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What is Advertising

Advertising is necessary as a means of communicating with others, of telling them
about the goods and services that are offered, and of which most of them would never get
-mheara.taﬂifitwerenotforadvaﬁsing.Andadvaﬁsinghelpsagrea.tdealtofostera
nsing standard of living.

In talking about advertising, orne should not think only in terus of a commercial on
4alevision, or an advertiserment in the newspapers or periodicals. In its widest sense, ad-
vertising includes a host of other activities such as packaging, shop displays and—in the
gense of commumnication—even the spoken word of the salesman. After 21, the roots of
advertising are to be found in the market place.

Fornw:wyeaxsitwasmwghtﬁm‘rtwasamlghtopmduoegoodsandamplyser-
vices. Itison]ymmmwntbr&mtitthbecmnekmmsh@ymderstoodMﬁepWC-
ﬁonofgoodsisawasteofmmm:esmﬂa;sﬂmegm&m&mldﬂaﬁkpﬂﬁ@a
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reasonable time span. In the competitive society in which we live, it is essential that we
go out and sell what we have to offer. and advertising plays an important role in this as-

pect, whether selling at horae or in export markets.

However, it must not be thought that advertising tries to sell goods to corswners who
do not want them. Of course, advertising does try to attract the interest of the potentizl
consurcers, but if the article when purchased does not match up to the standards that the
advertising suggests that it will, it is obviously exceedingly unlikely that the article will sell

well.

1.
2.
3.
4.

.

7.
8.
S.

10.
11.
12.
13.
14.
15.
16.

11113311311331131133333333331321323

New words and expressions:

advertising n. &k, ITE
means n. F&, Fik
corumunicate v. ¥iE, &l
foster . 576, KE, &3¢
commercial ad;. ﬁﬂkﬁﬁ. AEH
periodical n. $i7], #&E

a host of ¥ &, — KB
packaging n. &3

resource n. W&, ﬁi’l
reasonable adj. &FERY, EiFIKZH
time span BJ(E[EE

competitive adj. K
essential adj. HAE
potential adj. LS, ATRERY
article n. ¥, ¥1%, o
exceedingly adv. JER Kb, BEH

Notes to the Text FEXEE

1. Advertising is necéssary as a means of communicating with others, of telling them
about the goods and services that are offered, and of which most of them would never
get to hear at all if it were not for advertising. 47 “as a means ofeonmunﬁmﬁngwi&\
others” —4518 , JERRIE . JSTEEY “of telling them about the goods and services™ £ Hil



T B9 es a means of " (3 3EFILEHY, “that™ 5189 & WA £ 6 “goods and services”,
“of which" B il hea" W ERE. £ATRNR.J SEEHELE, ERA—HS
AERR TR, B S ESR AN SNRS T mEZHT . BNEHRITEELR,.
S S AMB AR S DB R EAR AR

2. After all, the roots of advertising are to be found in the marketplace. A& root” B
e, £ SR EER RS, KR, B0, £ATEN:EZ, S EFEERE
xPmGEHEE L.

3. In the competitive society in which we live, it is essentia! that we go out and sell what
we have to offer, and advertising plays an important role in this aspect, whather selling
at home or in export markets. 479 #9“in which we live” AEi& M A4 “society™, “it
is essential that" ¥ 9 “that"5] G FIFNA, T EFNAFRT BIUES. SATIFN:
RIEEE—REESNHESE  EHERHEBRENFAABERN, NLR
AEEENTIGES, FREH OGRS, SEEEXTRHRE TREENER.

Translate the Following Sentences BEETHAF

L. RERMGAFCS 87 M EEMEAS, RIETTELE, UEHRES RIBLR
SR

2. BR VR, FERPRRRITGFT ST ENRR EER N EBRTHAE R
el

3. RITEFHFAEEGARTHME, BARA (fine quality and dursbility)

A REAATLIERETAKIEEHRSE,

5. B REFE AR S S R EREAALRREN LT EARFER.

5. RITEERSERTISN, RS AEF #{E A (middle man).

7. RIOAEESH—TROFSNSER R, TEESRER B ERAZRRELE

8. BT HErmQEREs 20, GET S S REET SRR YR —HYT
#HirF.

Q. ¥ % 845/ ) (Prominent Company) R—F A A E KA HE, ENFGURE R RE
MEARNSGMBERHTHRER, REANERTERERREZR HiiE
I LR RBI-RE SR

J0. SREEREURS CIRLRE L R ERAN ARG RAHRIS . HHFR sl
%S, MESHSTELER, REZXTUSERZHERRNETENER

{32/ (sole agent).
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' 'At the Offlce .

Section 1: Finding Your Way Around.

Listening: Giving Directions R
Below is the floor plan of a small company office. Not all of the places are marked on the
floor plan. The receptionist is giving directions to visitors. Listen to her directions and

mark the places on the floor plan.

ACCOUNTS DEPT.
Paula Burns
Chief Accountant
27 ??
Jane Wilsa .
RECEPI‘ION '
i David Hamilton
Sales Manager ??
: ?7
R- Jill Baker
WAITING !;]:VER‘I'ISII‘XG DEPT. ‘
) . OFFICE
l . _ S | Advertisi
, e s SERvicEs | 77
: Howard Hills

Roleplay: Asking for and Giving Directions 4
Work in pairs. One of you is the receptionist; the other is a visitor
You can begin like this: ‘

Receptionist:
Visitor:

Can | help you?
Yes, please. I'm looking for...

43




Section 1: Finding Your Way Around

Speaking: Your Campus @
Work in pairs. Draw a simple plan of your university/college campus. Person A: Ask for
directions. Person B: Tell Person A how to find his’her way.

Degartmental Functions %

Here are some of the departments of a company. What are their responsibilities? Match the
departments with the descriptions given below. '

A. Production B. Sales & Marketing C. Advertising : " :
D. Personnel E. Accounts F. Purchasing
G. Transport ) “ H. Office Services . Research & Development
1. looks after the welfare of the employees
9. makes sure the customers know about new products
3. keeps the financial records of the company
4. carries out market research ,
5. is responsible for delivering goods to the ‘customers
6. trains new staff . _ :
7. provides secretarial assistance for the other departments
8. looks for new customers
9. works with the manufacturing side of the company
10. -is responsible for developing new products
.11. orders the materials needed by the company
12. hires new employees : .
13. deals with the mail
14. supplies the other departments with stationery

15. is responsible for selling the goods

Writing: Company Structure %

Large companies are organised into many different dc@irtments and sections. The chart
below shows the structure of a large company.

Work in pairs. Write some sentences about the different people, departments and sections.
Describe their responsibilities. . : ;

e.g. The Personnel Section is part of the General Administration Department. It keeps

records on all the employees and helps with their problems. The Personnel Manager
reports to the Director of General Administration.
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Unit 4: At the Office

| 1
Chairman —LChairman's PA

L Boardof -
Directors

Director

[

General Sales & Production Finance "
Administration | ] Marketing _—l
Personniel 31 Market Research | Research & L] Accounts
) ' Development
L
-Training B Adverfising B Purchasing | | Costs
Office services Sales B Factory i ‘7B-udgets
Mainienance " Showroom i Warehousing& | _| Wages &
Despatch Salaries

45
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on 2: The Office Environment

Section 2: The Office Environment

Grammar: Relative Clauses

The picture shows a scene in an office. Belowitarea number of sentences describing what
is happening in the picture. There are also a number of relative clauses. Choose an
appropriate relative clause for each sentence. £y

1 The lady is waiting to see the manager.

2. T4z door is slightly open.

3. The ranaget is talking to his PA.

4. The visitor is making an appointment at, recention.

£l

The accountant is explaining something to another emplayee.
The graph is behind the manager. -
The picture is above the sofa in reception.

The plant is at the end of the sofa.

© ® N oo

The receptionist is looking in the appointments book.

10. The new secretary i» working by herself.

, who is carmylng Lwo files,

that was recently bought for the affice
which shows the year's sales results
d) which the receptionist grew at home

e) , who got the job this morning,

f which leads inte the corridor
g , who is leaningon a chair,
h) , who has dealt with a Jot of visitors this morniag,

/ i) who is sitting on the sofa

. "
/ »n , who uses the computer for his wors,
1

16
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Unit 4: At the Office

Speaking: Describe What You See %

The picture below shows another office scene. Work in pairs. Make up some sentences
about what you see.

Before doing this exercise you may like to read Language Reference Box 8, which contains
information about relative clauses, Q

Grammar: Relative Clauses with "Where"

Match each sentence on the left with a sentence on the right. Combine the sentences, using

the relative pronoun "where”. . e

e.g. The cifice is very large. I'm working there.
The office where I'm working is very large.
1. The conference room was crowded. a) The staff eat there.
2. The room is usually locked. b) The new factory was built there.
3. The office is very large. ¢} The photocopier is kept there.
4. The canteen is often quite busy. a) The manager was going to speak there.
5. The town is in Guangdong province. e) The files are kept there.
6. The room is untidy. 1} I'm working there.

Make up some more sentences abzut the places where vou live and study. @

Pre-Listening @
On the next page are pictures of some of the things you would eXpect to find in an office.

What are the things used for? Make up some sentences about them.

eg. A fax machine is used for sending messages on paper.

47



Section 2: The Office Environment

bookcase P

LN

Whtiiet s bra

i
3

+

filing cabinet

computer

conference table

fax machine

hat stand

!
==Y

Listening: Where shall we put it?

You will hear two people discussing how to organise their new office. On the néxt pageisa ‘

floor plan of the office. As ycu listen, mark where the sneakers decide to puf each item.

Before doing this exercise you may like to read Language Reference Box 9, which contains
information about prepositiens of place.

@

119
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Unit 4: At the Office

-

window window

&8

M

0,
————y

desk

—--

door

| S,

Spot the Difference

The pictures below show the same office. But tlere are ten differences between them. Work
in pairs. Find the differences and iist thein. ‘

SALES

Picture B

Writing: Describe the Scene X

'+

o, H
On tiie next page is a picture of yet another office. Describe what you see.
e.g. There is a chair behind the desk.

e
U



Section 3: Describing Things

121

Writing: A Description of a Room %
Write a short description of one of the following:
2)  theroom in which you sleep; '

b)  aclassroom at your college/university.

Section 3: Describing Things

Reading: A Description for a Sales Catalogue ‘5}

The following description appeared in a catalogue written by a company which sells office
furniture. Read the description and note the following:

(i) 0w s the text organised?
(ii)  What kind of information is included? i.e. size, shape, material etc.

Receptionist's Desk

Our receptionist's desk is made from high
quality wood. It is designed with a slight curve
so that the whole top is accessible from the
same sitting position. It contains three drawers
and a cupboard which can be locked. There is
room on the top for a telephone switchboard
and a computer/typewriter. The desk is
cormpetitively priced at £571, excluding
shipping costs.




Unit 4: At the Office

Vocabulary Brainstorm

Think of as many words as you can to describe everyday things. List them under the @
following headings:

size colour shape material special
e.g. It's quite It's dark grey It's It's made of characteristics
small, rectangular, plastie, It has buttons on
it.
Writing Descriptions %

Below are pictures of four more things which you might find in an office. Work in groups.
Imagine you are preparing a catalogue for the company which sells them. Write descriptions
like the one above. Try to make your descriptions sound interesting!

3. fax machine 4. desk pen set with clock and calendar

Grammar: Order of Adjectives -3

Sometimes we use several adjectives to describe one thing, But w2 must remember to put
them in the correct order. Put the adjectives in the correct order in these sentences:

In the corner there was a tabla. (black, coffee, square, glass-covered)

Above the desk there was a/n painting. (French, abstract, interesting, modern)
There was a/n rug on the floor. {Chinese, brightly-coloured, silk, old)

Below the window there was a patch of grass. (brown, dry, small)

The woman was wearing a suit. {well-tailored, dark, smart) )

The taxi stopped in front of a/n building. (modern, impressive, large)

SIS
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Section 3: Describing Things

Speaking: Your Desktop .

Below are some pictures of things which you might have on the desk in your office.

5

. correcting
ballpoint pen - fluid hole punch

paper clips

e L=

ruler stapler staples envelope desk tidy

Work in pairs. This is an information gap activity. Do not look at your partner's
information.

Person A

Below is a picture of your desktop with nothing gn it. Person B will tell you where to put all
the things.

PERSON A's DESKTOP

4

When you have finished, look at the picture of Person B's desktop, belcw. Teil Person B
where to put all the things.

@

c

PERSON B's DESKTGP

i

1L

o3
B
o]

l.




Unit 4: At the Office

Work in pairs. This is an information gap activity. Do not look at the previous page. Do not
1sak at your partner’s information.

Person B
Look at the picture of Person A's desktop, below. Tell Person A where to put all the things.

PERSON A's DESKTOP

ay
&

When you have finished look at the picture of your desktop, below. Person A will tell you
where to put all the things. Remember: do not look at Person A's information.

PERSON 8's DESKTOP

Section 4: Rules and Regulations

;

Proof Reading: Office Regulations

Below are a list of office regulations. However, the person who wrote the regulations has
made a number of errors. There are errors of spelling, grammar and punctuation. Also,in /
some cases the writer has used the wrong word.

Work in pairs. Find the errors and correct them.

&5

=



Section 4: Rules and Regulations

Office Regulations

Their has been a decline in persone! stendards of dress and conduct in the office
recently. The Management will like 10 point out that all employees are expectsd to
behave in a proffasiona! manner. We ask you to respect the following reguiations:

1. Please dress tidily in the office.
Do not to come to work in jeans.
Men must always ware a jacket and tie.
Pullovers and swedatshirts with advertising slogans on them are not acceptible.

2. Very high heels - especially the pointed kind - are not o goodidea
in the office. They make wholes in the carpet and mark the wooden floors.
Please prevent wearing them.

3. Please could you hang up your coais when you arive in the moming.
Recently we have noticed coats being hanged over the back of chairs.
This looks untidy and causes the wrong impressive.

4. Food packages would not be lefi on desks and tables.
Empty containers would be put in the waist paper baskets.
Packits of biscuits would not be left on desks.

5. Bottles and cans for soft drinks shouid be keep out of site.
Please do not leave botiles or cans on desks.

Please try to behave ptroffesiondlly in the office.
We business relies in customer confidencel

Writing: Fire Driii @

On the next page is a notice which tells employees what to do in the case of a fire.
Unfortunately there is a lot of unnecessary repetition in the text. Work in pairs. Re-write
the text, making sure that you avoid the repetition.

When you have finished, compare your version with that of another pair of students. Make

any necessary changes to improve the text. @




Unit 4: At the Office

FIRE DRILL

1. If a fire breaks out in the office, break the glass and ring the fire aiarm.

2. First, call the fire service. Telephone 999 and ask for the Fire Service.
Next, try to control the fire. DO NOT try to contro! the fire by yourself.
Get someona to help you to contral the fire.

a) Do not use water on electrical fires. Using water on
electrical fires can be dangerous. Only use e
special fire extinguishers on electrical fires.

The fire extinguishers for electrical fires are below
this sign.

b) You can cover small fires with the fire blanket in the
red box below. To remove the fire blanket from the box you
should pull it downwards.

3. Remain calm and leave the building quickly by the shiortest route. if the fire
isin the front of the office, then you should leave by the Fire Exit at the
back of the office and stay in the car park untii everyone is out of
the building. If the fire is at the back of the office you should leave
by the main exit and stay in the car park. Once you are in the car park
Jill or Mark will check your name ofi iheir list. Remain in the car park
until everyone is checked off.

4. DO NOT CARRY ANYTHING WITH YOU when you leave the building.
Carrying anything with you when you leave the building might cause
an obstruction and prevent other people leaving the building.

5. Try to PREVENT FIRES by keeping the office clean and tidy.
DO NOT empty ash trays into the waste paper baskets.
DO NOT leave electrical cables lying around.
DO NOT leave electric kettles and electric coffee makers connected
when you are not using electric kettles and coffee makers.

Jiltis your Fire Officer. When Jill is absent Mark Is the acting Fire Officer,

Reading; Notices

Where could you find the following notices? Discuss your ideas in pairs.

QUIET PLEASE!

LEAVE BAGS QUTSIDE !
EXAM N PROGRESS

DO NOT LEAN OUT OF
THE WIND OV

KEEP OFF THE GRASS!

()]
(5]
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Section 4: Rules and Regulations

Writing Notices @
Below are a number of problems. Work in pairs. Decide what notices you ¢ould putup in
order to deal with the problems: .
1. A fire started in a waste paper basket. You suspect that a cigarette end may have
caused this.

2. There is water all over the floor in the toilet.
3. There is broken glass outside the dormitory building.
4, There are bieycles blocking the entrance to the building.
5. There is rubbish in the campus garden,
6. Your dormitery is very untidy.
1. The magazines in the library have not been put back on their shelves.
8. Someone has broken a window with a football.
Fill the Gaps ¥

There are some words missing from the notice below. Complete the notice with any suitable

werds,

PLEASE NOTE

The office cleaners have to clean office every day. needto |
be able to use the power points plug in their electrical equipment.
Would you please make sure that you all electrical plugs out of the

sockels you go'home in the evenir-
The cleaners asked us to make sure that we don't
ashtrays into the waste paper baskets. If you this, there is a serious

risk of fire breaking

Please Keep Oftice Tidy!

Instructions, Warnings and Prohibitions @

Below are some symbols which you might see on a box. ]
What do you think the symbols mean? Discuss your ideas with a partner.




Unit 4: At the Office

|

[
¢
|

Here are some

more symbols@
Match each ;

symbol with the

cotTect meaning

from below.

- -

| /

| dd

J. e

Do Not Cover Explosives Do Not Dry Clean
Corrosive Substance! Inflammable Radioactive
No smoking! Poisonous Needs watering

Now draw yeur own symbols for

each of the {aliowing:

X Do nat Drop!

Y.  Keep in a Dark Place.

Z. Remove Shoes befoze
Entering. X

Y.

Public Signs

We often see signs in pusuc places. Look at the signs below. What do you think they mean?

Discuss your ideas with 2 partner,

(93]

~)
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Section 4: Rules and Regulations

Additional Exercise

Pronunciation

®

Work in pairs. Practise the prnunciation of the following vowel sounds.

a: ~
calm come
car cut
bar but
far fuss
tar tug
hard hut
chart shut
heart hush

despaich=dispatch
dismbution
obstruction

personnet
plug P\

pullover
purchase
roctangular
socket
statianery
swearshirt
transport
warzhouse
welfare
well-ailored

[#% ] r'E a Ml
T

iZik, T

o8, ( HERE )
AEE], [ ®E&HE | 2605
[ B8] &KL, HEHE
BL¥

Bies, Kiakey

wRE, fEd

[ 2] XE&

B G #Z 2 %2
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W, 4=
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Going for growth

FX Reading and writing
- 1 <unr1dy Read this article from the Australian Franchising Bulletin, and mark
@ the statements on page 65 true or false. '

T N e - = ,‘[."

ToE AUSTRALIAN FRANCHISE FEDERATION (AFF) today unveiled a new survey that
confirms a continuing boom in the franchising sector over the past year.

The federation’s annual survey of franchised businesses shows.the sector
continued to grow at 15 per cent, a level that has continued since the end of the last
recession in the early 1990s. The federation’s chairman, Bill Hawke, said, “These are
encouraging figures. The outlook for the franchising business is very healthy.”
There are believed to be more than 300 franchise systems in Australia, including
some big glabal names. '

The report shows that the most popular businesses for franchising continue to be\g
retail outlets. However, other service businesses are also showing strong growth.
' One area the federation thinks is likely to take off over the next few years is
. property and building services. The survey also shows that the cost of getting into
" a franchise is dropping. The average start-up cost for a franchise is believed to be
. about A$120,000 - down from A$135,000 last year.

Business consultant Francine Gordon says that many small business owners lack
basic management and business skills. Gordon is the author of Franchising without
Tears. She says that most independent small business owners do not understand the
basic functioning of a business. Gordon says that seven out of ten small businesses
fail within five vears. “With franchising, the risks of failure are lower, because a
¢ good franchise can provide a strong basic business model for franchisees to follow,”

she savs. “A franchise is not a guarantee of success, but it certainly helpé_"

L e

A -._..—._,‘“‘_v_/._,.,_._'_,\,____,».._.‘_,—-‘-._-

R e,



._T_he franchlses in Austraha are all of Austra_m origin.
6 Shops are the most popular forms “of franchise at the moment.
7. Shops will continue to be the only real areas of growth in francmsmg

- 1': Thu nFF pmmahed its survey some time ago.

’r-u P

bo'omm franchiSing in Austraha. has just stau

-8 To open a franchise now, you need at least A$135,000.
9 According to Gordon. most independent small husmesses fail
. because they do not sell enough.
10 It's less probable that.a franchise will go out of business than an

independent company.

*]
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2 Read this advertisement from the Austrahan Franchising Bulleun and complete

@the task.

market, constructing kitchens from basic models
right up to complex installations with the latest
equipment from the US and Europe. Established
in 1979, it has a proven record, having
successfully installed more than 50,000 kitchens.
The franchise system provides the strength aid
efficiency for design and production with high
quality and service. Franchisees will be qualified
builders, carpenters, etc, and need to be friendly
and outgoing.

There are 30 franchises in Australia and eightin
New Zealand, with plans for further expansion.

(2] “

Capital required: A$150,000

Fees: A$1,000/month

Advertising charge: cities —AS3,000/month;
country — A$1,500/maonth

Target turnover: cities - A$100-150,000/ month;
country — A$70,000-100,000/month

For 1-4 above, choose the best title from a-g below.

a) Thé chances of success

b) Contact

¢) Franchisor support

e) Legal issues
f) ‘Qur franchise system
g) Boom and bust

d) Financial aspecis

Using the information in brackets, write an e-mail to Rebecca Harris at Smart
- Kitchens saying that you would like to become one of their {ranchisees. Say:

« where you want to open the franchise (Darwin}
e how much business experienice you have {three years as an independent
installer with two employees)

« how much kitchen-building experience you have {ten year

BN R ICTBRRRA N RETEAREAA NSRSt [

3]

Includes initial and ongoing training, marketing
support, group advertising, group buying, and
technical and management back-up.

(4]

Rebecca Harris,

Smart Kitchens Pty Ltd,
1 Canberra Parade,
Ozkleigh. Melbourne,
Victoria 3012

Telephone: (03) 9325 7300

Fax: (03) 9325 7350
E-mail: rebecca harris@smartkitchens com

s as an installer

working for someone else before you siarted vour own business three years 2go)
= how much capital you have (A$50,000). You want to know if this is enough.

Ask her to phone you to discuss the possibilities — vour number

3452 8934. Close appropriately.

i YT T B ) 4
is Darwin (08



[3 Speaking

1

O

not make repayments

Role play 1 is for two speakers.

S

A is Rebecca Harris, the person from Smart Kitchens who deals with new

franchisees.
B is interested in becoming a franchisee of Smart Kitchens.

A looks at this page. B turns to page 125.

Role ptay 1 é

Phone B Yo get more details about the information B sent in their éméii Star‘f By
thanking B for their e-mail, and then use the notes below as a basis for your'_
questions. 4

D vears as ati independent installer with 2 emplovees N

Successtul? Sales per year? Who were cmployecs? Wil they contm_xc?

10 years as an ingtaller working ror someone else before vou started

vour own business 3 vears ago
Why take franchise now? Not successful? (Be tactiu! about this.)

A%DO.000 capitzl
Not enough. A$150,000 mirimurm. Fossible to get bank loan?

You have another question:

Like dealing with peopie? Friendly?

Close the conversation pofitely and ask B to get back in touch when they have
enough capitai.

*‘?z;szzmmzmzm,mzzmmmmﬁmqm
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- Role play 2 is for two speakers. @
A works at a bank on lpan applications.

After the conversaiion with Rebecca Harris, B goes to their bank to ask for a loan
in order to start a franchise.

A looks at this page. B turns to page 125.

Role play 2 E

After some small talk, ask B:

» about their background in the kitchen installing business
+ who they intend to work with

-« how much capital they require and what they need it for
» wha! the probable turnover will be and i this is realistic

+ how much capital they already have

= if they can offer anything as security, such as their house

End the conwersation by saying that you will consider the applicationt and will be
back ir touch soon.

(

774 Role play 3 is for nwo speakers.
" Afew days later, A phones B with a decision.

A looks at this page. B turns to page 125.

Role ptay 3 ‘%

Use these notes to explain your decision,

* you have checked the Smart Kitchens dfranchise system — s2ems to be 0K

= you have seen their advartising — have even thought about getfing one
inctalled yourselfl

« you can approve loan of AS100,000, but over three years rather than five

« {pan o be secured on B's house — if B cannot make repayments, bank has the
right 1o take and sell B's house. B understands and accepts this?

£nd the conversation by saying that B can think about the offer and it the bank
know in a few days. :

T T T e R T B B R i F S T D
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Unjustified compiaint‘-s ‘ ]
Look again at the languzge of complaints on page 8. Now look at these e o

expressions for replying politely to complaints that are un_gusnﬁefi

a) I think there's been a misunderstanding.
t) Ifyou take a closer look, [ think you'll find that ... N
¢) Try turning it down a bit.
d) If you look in the instruction manual you' I see the requred setting:
e} Are you sure it's connected OK‘? o

You can respond by saying:

My mistake. I didn’t ...

OK. [ see now. I didnt realise youhad to ... .-
Oh right. I didn’t know about that.

OK. I've got it now. I didn't understand ...

I see. If all eise fails, read the instructions!

&) Listen to the complaints from customers of one of Smart Kitchens'
franchisees. Which of the first group of expressions above (a—¢) do you hear in
each conversation? Ono of the conversations dees not contain anv of the
expressions. Show this by putting 2 cross {X) next io the conversation. @

1 3 5

2 4

Now listen to the recording again. Below are some possible continuations of the
conversations. Which continuation goes with which conversation?

a) Yes. but your quote could have been clearel. all on one page. If I'd known it
was going to be this expensive. 1 wouldn't have had a new kitchen in the first

place.
b) Oh right. [ didn’t know about that. [ thought the guys who did the installation

took the oid stuff away as well.

¢} My mistake. How stupid of me. I'm always geuting mixed up with dates. Sorry

about that. __

d) Right. [ didn't know abcu: that. I'll go and look at it now. I seem to remember

the switch being mentioned in the instructions for use.

¢} [ see. Same old story. If all else fails, read the instruciions! {'m glad about that:

i don't like cold heer!

Listen to this interview with a bank executive talking about how their bank
decides which small businesses to give loans to. Which of the expressions below

oceur in the interview? @

h) business plan
i o b
i sclen
i} revenus
4] personal hinances k) debts
el amounts i costs
) overdrafts 1 repayinents

gl strateqy nl profit

1

5



4 Now listen to the recording again and choose the correct alternative to answer the

f-\ .

it |

O

10

questions. @
" 1 Houw many years has this bank executive deait with loans?

aj three h) five c) ten

in deciding whether to make a loan to an existing client, which of these things
does the speaker rnot mention? ’ )
a) personal contact b} the type of business they arein ¢} overdrafts

If you start a business from scratch, does the business already exist?
a) yes b) no cJ sometimes

The speaker mentions the personal finances of people asking for business

loans because .

a) the bank may want to ask them to use their own money (0 Tepay the loan

b) someone’s personal finances are a good guide to how they will run a
business ’

¢) if they have enough money themselves, they shouldn't need a loan

Ia deciding whether to give a loan, the most important thing is the

a) business plan  b) type of business ¢} attitude of the borrower

When asked what they mean by “realistic”, the speaker says, “That’s the

$64.000 question.” By this, the speaker means that
a) someocne has asked for a loan of $64,000

b) $64.000 is the maximum that the bank will lend
¢) it's a very important question, but a difficult one to answer

In deciding if a business plan is realistic, the bank analyses
a) prohable szlcs and costs for the husiness

b) research into ihe type of business i loau 1 ior

c) the probabie future direction of the ecorfomy as a whole

Tiwe last question asked by the interviewer is about
a) ihe attitudes of banks to lending to small businesses

b) the idea that lending is linited by general economic growth

¢) banks’ attitudes to types of business they don't know anything abour

The bank oxecutive says that banks have to be careful about lending

hecause
a) of government regulations

b) they want to limit the number of bad loans
¢) banks don’t ke len< . to cmail businesses

The speaker savs that banks are not charities. Charities are

a) governmeii departments

h) small businesses

¢} organisations whose purpose is to help people, bring benefits to society, etc.
rather than to make a profit

136



Vocabulary &Notes

)
\&y Key vocabuiary

pegotiating a loan

complaining about poor performance

commentary /'komantart/ n.

boom /bum/n.
booming ad; .
bust /bast/ n.

to take off

A Reading and writing’

Biil Hawke

Francine Gordon /fran'sin godn/

franchising n.

g

B GEE MRS
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BRLES
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HireE

The Australian Franchise Federation (AFE)

unveil /an'veri/ vi.

seclor 1.

recession /ri'sef(a)n/ n.

outlook .
retail outlets

service business

property /'propati/ n.
consultant /kan'saltant

guarantee [igeereniiy n.

pulietin /'bulatin/ n.

Smart Kitchens Pty Lid

to cater [or

targel urnover
initial /1'nif{s31/ adj.
ongoing adj.

group advertising
group buying

back-up n.

B Speaking

Key vocabutary

principal /iprinsipton .
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interest rate
collateral /ka'letor(a)l/ n.

default Jdi'folt/ n.

overdraft /teuvadraift/ n.

Role play 1
Rebecca Harris

installer n.

Role play 2

probabie adj.
security /st'kjusratt/ .

C Listening

Key expressions

unjustified adj.
complaint n.
instruction manual
settings n.
8z Turning it down a little bit.
Exercises 1 & 2
continuation /kanitmju'erf{a)n/ n.
ool liowrsnt/ n. >
installation /unsta'letf(ad)n/ n.
nuxed up
switch n.
calculation /. ==lkju'lerf(3)n/ n.
oven /lav(adn/ n.
operate /'oparett/ v.
to switch on
confirm /kan'fzm/ v.
fridge /frids/ n.
mobile /'maubatl/ adj .
freezer .
Exercises 3 & 4
executive /1g'zekjutv/ adj.
a bank executive

loan n.

revenue /'revanjui, (US) revanu/ r.

personal finances

repayment S riz'peimant/ 1.
strategy /'sirestidz/ n.

1o make a loan to an existing client
to start a business from scratch

charity ifzrott/ n. (pl)
s 4 I
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Tapescript
interviewer /'mtavjwalr)/ n. L&NE
criterion /krat'tiortan/ (pl. criteria) r.

RERE
in existence e BH
in order HEFF
overestimate /suver'estimett/ vI. EEE

n. HitsaE . EMm s

potential /pa‘tenj(2)l/ adj. A fEay, e

222 Have their company's accounts with the bank been in credit all the time? {811
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- Reading: Ford’s spy team

Lead-in

Company

History

The problem

The solution

The strategy

The result

141

Troubleshooting
]
in this unit: B

Language Focus
Should, ought to: making recommendations
Pronunciation: polite intonation

Skils @
wiriting: clauses of purpose

Listening: project management and
troubleshooting

Vocabulary
Troubleshooting
Synonyms and word buitding

Business Communication
Report writing: recommendations

Key Vocabulary

4.1 Sometimes companies realise that they are not achieving their goals or
objectives effectively, that is, they are not getting the results they need. In this
case they have to re-plan their strategy. it can be useful to get an outsider, e.g. a
managerment consultant, to analyse the company’s performance and
recommend changes to make it more efficient. A SWOT analysis can be useful,
that is, an analysis of the company’s strengths (5) and weaknesses (W) and also of
the opportunities (O) and threats (T)-that face the company. Troubleshooting,
or solving problems, is a necessary part of running a company.

1 The fashion model agency IMG solves a problem through @
successful roubleshooting strategies. Read the text and - T
complete the notes.

A Model Manager

MG

One of the best-known model agendies in the industry for many ysars
with an excellent reputation as a fashionabie, forward-looking company.

The company loses its reputation as one of the best and needs a new strategy.;

The board appoints a new Managing Director, Jonathan Phang. He has over fifteen

years of experience in the model industry.

ionathan’s main {asks are to find new models, to generate more awareness of
ther agencies to

what the agency is all about, and tn encourage girls from ©

e ; - ~ —eafl o
switch® to IMG. He also has to cut costs to make the agency moe profitable and
stop representing models who aren't making money.

MG is now attracting excellent models, which means they are

also attracting more clients and doing weil financially. 1o switch: to change



1

Past problem: The company's was in danger.
Solution: " Recruit 2
The strategy: * Make the agency well-known.
e Persuade>__. _ to join the agency.
« Reduce * and improve 5
* Not represent models 6

The results: o7 join the company.

* The company has more 8
¢ The company makes more

9

2 Work in pairs and use the points below to complete a SWOT analysis for
IMG at the time Jonathan Phang joined the company. ;

« In the paSt—one of the best known companies.

« Model agency business is very competitive. A lot of other agencies are
looking for good models too.

« IMG no longer has a reputation for being fashionable or forward-looking.
.+ New MD has a lot of experience.

« IMG is looking for new models.

¢ IMG has models who are not eafning morney for the company.

« MD has ability to make good financial decisions.

« All model agencies are looking for new models.

+ Models switch to good agencies quickly:

« Profits can be excellent for a successful company.

News MDD wae o ot
ol experienc.e

/

OPPORTUNITIES

3 Compare your SWOT analysis with a new partner. Are there any
differences? If there are, why? @
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‘Language Focus
Should and ought te: making recommendations

1= 42 Two women talk about the way companies sell cars. Listen and
put the five things they discuss in the order you hear them.

e ©®

~,
Y

fer

a women selling cars D d ‘car dealers and manufacturers D
b children’s car seats |:| taking women rpore seriously
and car phones . e adverts containing product D
r -
¢ ‘soft sell’ from dealers [ | inforrRton '

2 Listen again and completc the recommendations for change.

‘. 1 Car Dealers @

a Yes, they _- us seriously.
b Yes, they < more women selling cars.
¢ The dealers are always men. | think they a

soft-sell approach.

2 Special Features

Children’s car seats and car phones _ available as stardard.
3 Adverts

a They the adverts, teo. :

b Yes, | think there tots of product information in adverts.

¢ They us about things like petrol consumption.

3 Which two verbs do the women use to recommend change?
1 Are these verbs followed by
a infinitive? b infinitive without to? ¢ gerund?

2 How do you make these sentences negative?
a They should listen to women.
b They ought to inciude car phones in all new cars.

3 How do you ask a question with should/ought to?

Now check your answers with the Grammar reference.

B Grammar Reference pages 155 and 156

i3
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Troublesheooting 2

Proniuniciation Polite intonation

1 & 43 When you make a recommendation using should, make sure
@ your voice falls at the end of the sentence. Listen to these sentences.

Ay
1 They shotld take women more seriously.
2 They should fit car phones.

3 The adverts shoutd give more information.

2 &= 4.4 Now listen and repeat.

Language T Match each situation with a suitable recommendation or selution.
Practice
1 We are losing our reputation as a a We should try to offer something
first-class agency. special and focus on excellent
@ customer care.

2 Many of our modeis are not making b The shareholders are very unhappy
money for the agency. about this. We should find ways to
improve the situation quickly.
3 The costs of running the agency are ¢ The MD should decide not to
very high. ~ represent these girls. He ought to
attract new models.

4 The financial position is very weak. d We should think of ways of reducing

them.
5§ The model agency business is very e We should appoint someone with a
I competitive. new strategy to run the company.

2 Here is some advice on how to deal effectively with problems.

B]ﬂ!.; Tick {1 the boxes.

31 £ Don't avoid a problem, deal with it.

2]

D

0 ODDOREO

Don't see all problems as other people’s problems. Foous on yaurself. @
Don’t blame paople, look for solutions. 3
Look at a problem as an opportunity—to learn something or to achieve something. |
Think ahead to prevent probl{zms.

When something Is important, deal with it. Don't weit until it becomes urgent.

) (D (D)

Don't always look for ‘quick fixes', or temporary solutions. ldentify the real cause
of the problem and work to find a solution to this.

(> Don't try to change the things y’ou can't change. Learn to accept them.

L different? Give each other advice.

) 3 Now work with a partner. How are you simiiar and how are you @

41
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71 The text is about Ford, the car manufacturer. In the Language Focus,
@ Belinda 2nd Anna made the following points:

a An increasing number of women buy cars nowadays.
b Car manufacturers should aim their advertisements at male and female buyers.

¢ Car manufacturers and car dealers should take women buyers seriously and
think about the different neads of male and female buyers.

Read the first paragraph only and say which of these points the writer

makes.

@2 Read the text and complete the summary on page 43.

Car gsant sends in the spy g.rls

Hit squad tc check on deals for women

by DAVID BENSON Matoring Editor

ORD has set up a female

‘spy” team tc visit dealers
and make sure they treat
women car buyers seriously
and with respect.

The company says womel
now buy four out of every 10
new cars scid in Britain.

This is the highest
proportion in Euvope where
the women buyers’ share
averages three in ten.

And Ford says the proportion
of women buyers will continue
to increase in the next decade.

The company’s International
Women's Marketing Panel will
ensure that its preducts and
service meet the needs of

female customers and that they
get a fair deal.

It claims to be -the only
Euiopean ¢ar maker to bave
such a panel.

The team is made up of
British women Ford workers
and others from nine Curopean
countries. it has 16 permanent
members supported by a
sub-committee of 40. ‘Its views
are keenly sought* in
resezyzh and vehicle
appraisal programmes.*’ said
a Ford spokesman.

‘The panel's members also
participate in advertising
clinics* and go on ‘mystery
shops’ during which they
visit dealerships posing as*
prospective buvers.

2

‘Reports are then fed back to
senior management so that
recommendations can be
considered in future plans’

* keenly sought: {the panel’s
opinions] are taken very seriously

* gppraisal programmes: a secies of
tests

* gdvertising dinic: a place to
brainstorm o difcuss ideas about
advertising

* to pose @s: to pretend or make
believe

The Express




Troubleshodting ]

Ford Motor Company has 2 Lo * team called the International
2 _The team has 3 members and is
5

made up of British 4 and others from
European countries. Their purpose is to visit dealers io check that

& take women’'s views and experiences seriously because women
buy 7 out of every 8 cars in Britain. The team write

9 for 19 so that they can make recommendations

for the future.

~" 3 Work in pairs and do a SWOT analysis for Ford. @

Vcecabulary  Synonyms
1 Look at these phrases from the article on Ford. All three refer to the same
e thing, in other words they are synonpms. @

- l car giant Ford car maker J

Match » nhrase on the left with a synonym phrase on the right.

i 1 women’s marketing panel a to visit dealerships

2 women car buyers b to ensure
3 to tour dealers ¢ female ‘spy’ team
4 to make sure d female customers

Word building
2 Complete the table with words from the text. @

T 1
2 anincrease
3 to produce
4 participation
5 avisit
6 " to recommend

3 Choose five words from exercise 2 and write a sentence using each. @

43
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Writing Clauses of purpose

1 Clauses of purpose answer the question ‘why...?" or ‘what for...?".
£:vy Match each sentence a-c with one of the three patterns in the box below.

g

" a The panel exists in order to make sure that dealers take women car buyers
seriously.

" b Ford has set up a ‘spy’ team to tour dealers,

Reports are fed back to senior management so that they can consider the
recommendations.

to infinitive...
in order... + infinitive with to
3 so that... lin order that (+ subject + verb)

]

2 Match each question with an answer.

1 Why are we opening the office in a | order to make recommendations. @
Dublin? S _In order to get information about

2 What is the meeting for? dealers.

3 Why is Ford sending in ‘spies? ¢ To discuss the problems with sales.

4 Why is the consultant visiting? d 5o that we can develop the irish

5 Why is the company changing its market.
advertising? € 5o that more women buy its products.

6 Why are you planning for next year f In order to make the company more
now? -profitable.

7 Why are ycu asking the modelsto '~ g So that [ can anticipate any problems
teave? and try to prevent them.

) 3 Combine the two parts to make one sentence.
,r__'- .. Example: - @

=" We ars opening an office in Dublin so that we can develop the Irish market.

4 Work in pairs and answer the questions below. Use a clause of purpose
for each.
1 When companies are experiencing difficulties, why do they bring in
people from outside such as management consultants?

2 Why do companies set up advisory paneis?
3 Why do companies have strategy meetings?
4/ What is the purpose of the recommendation section of a report?

= Grammar Reference pages 158 and 159



Troubleshooting &

~

:

Listening 1 You are going to listen to an interview with a manager about ST
troubleshooting on large projects. cee s T

Before you listen, work in rairs and predict possible answers to the @
interviewer’s questions.

1 Why do you think troubleshooting, or solving problers, is so important in
business?
2 Are there any particular areas which are typical trouble spots?

3 Do you think that everyone has a re'z i troubleshooting and anticipating
problems, er do you see it as only a- managerial skill?

4 Do you have any tips for solving problems?
$ What's the one most imp~—anr*, strategy to avoid problems?
2 B 45 Now listen to the interview and complete the manager’s answers.
Some gaps need more than one word. .
1 Business is' competitive in terms of and . @
p 2 Problems can _ money and time.
(/f-’,",l 3 At the beginning of a project often people don‘t
'/ 4 Planning helps to make sure that everybody
$ In a project everybody should make-sure that they and
anticipate problems.
6 It's important that a project team well,
7 You should try to have a spirit in a project.
8 In order to avoid problems you should be about the number of
people working on the project, the and the
of the project.
9 When you put pressure on a project you
Sy _3 Are the manager’s answers similar to yours? @
L

45

,_.
0



Communication

T3
BEN

Report writing: recommendations

the recommendations to go at the end of a report.

1 You are going to write _
Customer Services Assistant at Midwest Bank.

First read the memo from the

MIDWEST BANK pic
Memorandum

To: Susanna Santos  Date: . @

From: Subject Customer Service Questionnaire

The findings of a recent survey of our customers show that customers are dissatisfied in
the following areas:’ '

- staff attitudes {rude and uninterested)

+ local managers (don't have enough authority) -
+ bank charges (very high)

- service is not flexible

- self-service machines (unreliable)

« premises (unattractive)

Following discussions, 1 recommend that we do the following things (in order of pricrity):

1 We should...
2 ..

2 Work in pairs. Discuss the findings of the survey and agree an order of
= priority for dealing with the areas of dissatisfaction.
£ srudent A: You collected the results of the survey. @
Student B: You ars Student A's boss.

3 Decide on a reccaunendation for each point, @

4 Now write the recommendation section of the report. :

Example:

Recommendation Purpose

We should cut bank charges so that customers don't switch banks.
5 work in pairs. @
Student A: From the IMG SWOT analysiz {page 39) write a list of

recommendations for IMG. Say what the purpose is of each recommendation.
Student B: Write a list of recommendations for the report that Ford's

International Women's Marketing panel write for the Ford fnanagement. :

Say what the purpose of each recommendation is.

6 Read your partner’s recommendations. Write some comments about the
ideas, the grammar and the spelling. @

p=— Business Writing Workbook page 71



150

Troubleshooting B

Final Task Work in pairs. You work for a luxury goods company. Read vour card and
#. 7 roleplay the meeting.

" Student A: Read the card below.  Student B: Read the card on page 145, @

{

a STUDENT A h

Your partner is a colleacue. Ask for hisfher help with
the foliowing situations.
1 Your customers are moving to your competitors
because their prices are low. »
2 A new overseas customer is coming to visit your
r the first time.
3 g::\:l);n;(oz members of staff is working until very

late every evening. ]
4 A new product is not selling well. You think there

may be a design fault.
Now offer your partner some help with his/her
problems. y

“Checklist for Unit-4::

1 What do you understand by the term troubleshooting?
2 What can you do to avoid problems?

E] 3 What sort of analysis can you'do to assess a company’s situation?
[[] 4 What verbs can you use to make recommendations?

5 Why are you learning English? (Use a clause of purposef)

-
S——

sha
s



APPENDIX E

ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 4 OF PSiBE!



Analysis of Tasks 2, 6, 11, 12 And 18 in Unit 4 of PSIBE1

152

Title: PSIBE1

[ Publisher: DaLian University of Technology Press

Tasks Without Output in This Unit: 1, 3, 4, 5,7, 8, 9, 10, 13, 14, 15, 16 And 17

Unit Number: 4

—[ Task Number:

"

12

18

A. Form: Expected
Qutput

Graphic (picture, illustration, photograph or diagramy)

Oral words/phrases/sentences

Oral extended discourse

Written words/ phrases/ sentences

Written extended discourse

B.

Source

Matersials

Leamers

C. Nature of

Content

1. CONTENT

Personal information/opinion

Fiction

Non--fiction

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Leamers individually simultanecusly

Leamers in pairs / One-to-one spoken interaction

Leamers in groups / Multi-person spoken interaction

Learners to class / Spoken monologue

A. Discourse
Control Level

Initiate

Respond

B. Focus

Language system {rules, patterns, items or forms)

Meaning

Meaning/system relationship (bolh meaning and form)

C. Mental

Operation

3. PRCCESS

Repeat identically / repeat selectively

Repeat with substitution

Review own foreign language culput

Formulatemypothesize language rule

Repeat with transformation

Repeat with expansion

Apply stated language rule

Formulate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from L1to 1.2

Translate from L2 to L1

Negotiate to accomplish communicative task

Note: tasks marked with *?” have ambiguous directions for either oral or written cutput.



APPENDIX F

ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 7 OF PSIBEl



Analysis of Tasks 2, 6, 11, 12 And 18 in Unit 7 of PSIBE1

154

Title: PSIBE1

I Publisher: DaLian University of Technology Press

Tasks Without Qutput in This Unit: 1, 3, 4,5,7, 8, 9, 10,13, 14, 15, 16 And 17

Unit Number: 7

! Task Number:

1"

12

18

A. Form: Expected
Output

Graphic {picture, illustration, photograph or diagram)

Oral wordsiphrases/sentences

Oral extended discourse

Wiitten wordsf phrases/ sentences

Written exdended discourse

B.

Source

Materials

Leamers

C. Nature of Content

1. CONTENT

Personat information/opinion

Fiction

Non—fiction

Linguistic #ems

Metalinguistic comment

2. PARTICIPATION

Leamners individually simultaneousty

Leamers in pairs / One-to-one spoken interaction

Leamers in groups / Muli-person spoken interaction

Leamers to class / Spoken monologue

A. Discourse

Control Level

Inifiate

Respond

B. Focus

Language system (rules, patterns, items or forms)

Meaning

Meaning/system relationship {both meaning and form}

C. Mental

Operation

3.PROCESS

Repeat identically / repeat selectively

Repeat with substilution

Review own foreign language outpul

Formulatefhypothesize language rule

Repeat with transformation

Repeat with expansion

Apply slated fanguage rule

Formulate items into large unit

Hypothesize explanation/descripticn/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from Lt to 1.2

Translate from L2 to L1

Negotiate to accomplish communicative task

Note: tasks marked with “7” have ambiguous directions for oral or written output.



APPENDIX G

ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 4 OF IBE1



Analysis of Tasks 1, 2,3, 5, 8,9, 10 And 11 in Unit 4 of IBE1

156

Title: IBE1 | Publisher: University of Intel’ Business and Economic Press

Tasks Without Qutput in This Unit: 4,6, 7, 12, 20, 30, 34 And Task 31 With Only Graphic Output

Unit Number: 4 | Task Number 112130sls|o

10

1

A Form: Graphic (picture, illustration, phoiograph and diagram) 4

Expected Oral words/phrasesisentences 717

Output Oral extended discourse J S A

<
-~
-

Writien words/ phrases! sentences +

Written extended discourse

B. Materials S| A

Source Leamers 4

C. Nature Personal information/opinion

| ] W~ | &~

of Content Fiction J A

Non-fiction v

Linguistic items +

1. CONTENT

Metalinguistic comment

2.. PARTICIPATION Leamers individually simultaneously < A

Leamers in pairs / One-to-one spoken interaction J S A

Learners in groups { Multi-person spoken inieraction

Learners to class/Spoken monologue

A. Discourse Initiate J

Control level Respond JP A J

B. Focus Lanquage system {rules, patlerns, items o forms})

Meaning J N

Meaning/system relationship (Both meaning and form) J J

C. Menta! Repeal identically / repeat selectively N

Operation Repeat with Substitution

Review own foreign language output

Formutate/ypothesize language rule

Repeat with transformation

Repeat with expansion 8

Apply stated language rule 4 J 4

Formulate items into farge unit N

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information N 4

Categorize selected information

Translate from L2 to L1

Translate from L1to L2

3. PROCESS

Negotiate to accomplish communicative task I S A

Note: tasks marked with “7" have ambiguous directions for oral or written output.




Analysis of Tasks 13, 14,15, 16,17, 18 And 19 in Unit 4 of IBE]

157

Title: IBE1

l Publisher: University of Intel’ Business and Economic Press

Tasks Without Cutput in This Unit: 4, 6, 7, 12, 20, 30, 34 And Task 31 With Only Graphic Qutput

Unit Number: 4

I Task Number

13

14

15

16

17

18

19

A Form:
Expected
Output

Graphic {picture, illustration, photograph and diagram)

4

Qral words/phrases/sentences

Oral extended discourse

Written words! phrases/ sentences

Wiritten extended discourse

B.

Source

Materials

Leamers

C. Nature of

Content

1. CONTENT

Personat information/opinion

Fiction

Non-fiction

Linguistic tems

Metalinguistic comment

2. PARTICIPATION

Learners individually simuitaneously

Learners in pairs | One-to-one spoken interaction

Leamers in qroups / Multi-person spoken inferaction

Leamers 1o class/Spoken monologue

A. Discourse

Control Level

Initiate

Respond

B. Focus

Language system (rules, pattems, tems or forms)

Meaning

Meaning/system refationship {Both meaning and form}

C. Mental
Operation

3.PROCESS

Repeat identically / repeat seleclively

Repeat with Substitution

Review own foreign language output

Formulatefhypothesize fanguage nile

Repeat with transtormeaion

Repeat with expansion

Apply stated tanguage nile

Formulate items into large unit

Hypathesize explanation/description/meaning of something

Decode semantic/proposilional meaning

Select information

Categornize selected information

Transiate from L2 to Lt

Translate from L1 to L2

Negotiate to accormplish communicative task




Analysis of Tasks 21, 22, 23, 24, 25, 26 And 27 in Unit 4 of IBE1

158

Title: IBE1

[ Publisher: University of Intel’ Business and Economic Press

Tasks Without Output in This Unit: 4, 6,7, 12, 20, 30, 34 And Task 31 With Only Graphic Output

tinit Number: 4

| Task Number

Py

2

23

24

25

26

27

A Form:
Expected
Output

Graphic (picture, illustration, photograph and diagram)

J

J

Oral words/phrases/sentences

Oral extended discourse

Written words/ phrases/ sentences

Wrilten extended discourse

B.

Source

Materials

Leamers

C. Nature
of

Content

1, CONTENT

Personal informationfopinion

Fiction

Non-fiction

Linguistic tems

Metalinguistic comment

2. PARTICIPATION

Learners individually sirmultaneously

Leamers in pairs / One-to-one spoken interaction

Learners in groups / Multi-person spoken interaction

Learners 1o class/Spoken monologue

A. Discourse

Control Level

Initiale

Respond

B. Focus

tanguage system {rules, patterns, itemns or forms)

Meaning

Meaning/sysiem relationship (Both meaning and form}

C. Mental
Operation

3. PROCESS

Repeat identiéa!ly 1 repeat selectively

Repeat with Substitution

Review own foreign language output

FormulateMypothesize language nile

Repeal with transformation

Repeat with expansion

Apply stated language rule

Formutate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Transiate from LZ 1o L1

Translate from L1 to L2

Negotiate to accomplish communicative task




Analysis of Tasks 28, 29, 32 And 33 in Unit 4 of IBE1

159

Title: IBE1

I Publisher: University of Intel’ Business and Economic Press

Tasks Without Output in This Unit: 4, 6,7, 12, 20, 30, 34 And Task 31 With Only Graphic Output

Unit Number: 4

l Task Number

28

Vi

32

3

A Form:
Expected
Output

Graphic (picture, illustration, photograph and diagram)

Oral words/phrases/sentences

Oral extended discourse

Wiitten words/ phrases/ sentences

Written extended discourse

B.

Source

Matenals

Leamers

C. Nature of

Content

1. CONTENT

Personal information/opinion

Fiction

Non-fiction

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Leamers individually simullaneously

Leamers in pairs / One-io-one spoken interaction

Learners in groups / Multi-person spoken interaction

Learners to ciass/Spoken monologue

A, Discourse
Control Level

Initiate

Respond

B. Focus

Language system (rules, patterns, items or forms)

Meaning

Meaning/system retationship (Both meaning and form)

C. Mental

Operation

3. PROCESS

Repeat identically / repeal selectively

Repeat with Substitution

Review own foreign language output

Formulatefhypothesize language rule

Repeat with transformation

Repeat with expansion

Apply slated language rule

Formutate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from L2 to L1

Translate from L1 to L2

Negotiate to accomplish communicative task




APPENDIXH

ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 7 OF IBE1



Analysis of Task 2 And Tasks3-10 in Umt 7 of IBE1

161

Title: IBE1 l Publisher: University of Intel’ Business and Economic Press
Tasks Without Qutput in This Unit:: 1, 19 And 26
Unit Number: 7 | Task Number 10
A Form: Graphic (picture, illustration, photograph and diagram)
Expected Oral words/phrases/sentences
Output Oral extended discourse
Writien words/ phrases/ sentences J
Wiilten extended discourse
B. Materials 4
Source Learners
C. Nature Personat information/opinion
. | of Content | Fiction '
é Non-fiction
§ Linguistic items 4
. Metalinguistic comment
2 Learners individually simultaneously &
PARTICIPATION Leamers in pairs / One-to-one spoken interaction
Learners in groups / Multi-person spoken interaction
Leamers to class/ Spoken monologue
A. Levetof | Initiate
Discourse | Respond 4
Control
B. Focus Language system {rules, pattems, items or forms) 4
Meaning
Meaning/system relationship {Both meaning and form)
C. Mental Repeat idenlicafly / repeat selectively 4
Operation Repeat with substitution
Review own foreign language output
Formulate/hypothesize language rule
Repeat with transformation
Repeat with expansion
Apply stated language rule
Formulate iterns into large unit
Hypothesize explanationfdescription/meaning of something
Decode semantic/propositional meaning
Select information
Categorize selected information J
% Transtate from L2 to L1
(é Translate from L1 to L2
- " Negotiate to accomplish communicative task




Analysis of Tasks 11-17 in Unit 7 of IBE}

162

Title: IBE1 l Publisher: University of Intel’ Business and Economic Press
Tasks Without Output in This Unit:: 1, 19 And 26
Unit Number: 7 | Task Number 1% |12 113 |14 |15 [16 {17
A Form Graphic (picture, illustration, photograph and diagram)
Expected Oral words/phrases/sentences 4
Output Oral extended discourse ¥ ¥ 4
Written words/ phrases/ sentences o )
Wiitten extended discourse
B. Materials WA I A IV A N A A B
Source Learners 414
C. Nature Personal informationfapinion 4| 4
of Content | Fiction WA IV A A A A A
é N.on--ﬁcfion
3 Linguistic items
\S Metalinguistic comment
2 Leamers individually simultanecusly v S A
PARTICIPATION Learners in pairs | One-to-one spoken inferaction v N J | 4
Leamers in groups / Multi-person spoken inferaction
Learners lo class! Spoken monologue
A. Levelof | Initiate
Discourse | Respond R N R R
Control
B. Focus Language system {rules, pattemns, items or forms}
Meaning 4 4 4| A
Meaning/system relationship {Both meaning and form) <4 v J
C. Mental Repeat identically / repeat selectively A A 5 1
Operation Repeat with substitution
Review own loreign [anguage output
Formulate/hypothesize language rule
Repeat with transformation
Repeat with expansion
Apply stated language rule J
Forrmulate items into farge unit
Hypothesize explanation/descriptionfmeaning of something
Decode semantic/propositional meaning
Select information J| A
Categorize selected information
§ Transtate from L2to L1
é Translate from L11o 12
:-Li Negoiate to accomplish communicative task ) < 4|4




Analysis of Task 18 And Tasks 20-25 in Unit 7 of IBE1

163

Title: IBE1

| Publisher: University of Intel’ Business and Economic Press

Tasks Without Output in This Unit:: 1, 19 And 26

Unit Number: 7

] Task Number

18

20

21

22

23

24

25

A Form:
Expected
Output

Graphic [picture, ifustration, photograph and diagram)

Oral words/phrases/sentences

Oral extended discourse

Wiitten wordsf phrases/ sentences

Written extended discourse

Source

Matenals

Leamers

C. Nature
of

Content

1. CONTENT

Personal information/opinion

Fiction

Non--fiction

Linguistic items

Metalinguistic comment

[
3

PARTICIPATION

Leamers individually simultaneously

Learners in pairs f One-to-one spoken interaction

Learners in groups { Multi-person spoken interaclion

Learners to class! Spoken Monologue

A Level of
Discourse
Control

Initiate

Respond

B. Focus

Language system (rules, pattems, items or forms)

Meaning

Meaning/system relationship (Both meaning and form)

C. Mental
Operation

3. PROCESS

Repeat identically / repeat selectively

Repeat with substitution

Review own foreign language output

Formulate/ypothesize language rule

Repeat with transformation

Repeat with expansion

Apply stated language rule

Formulate iterns into large unit

Hypothesize explanation/description/meaning of something

Decode semanticiproposilional meaning

Select information

Categorize selected information

Translate from L2 1o L1

Translate from L1 1o L2

Negotiate to accomplish communicative task




APPENDIX |

ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 4 OF SBE2



Analysis of Tasks 2- 4 And Tasks7-10 in Unit 4 of SBE2

165

Title: SBE2

[ Publisher: (Oxford Designers & llustrators) Fudan University Press

Tasks Without Output in This Unit:: 1, 5, 6, 11, 12, 13 And14

3. PROCESS

Unit Number: 4 l Task Number 10
A_Form: Graphic (picture, illustration, photograph and diagram)
Expected Oral words/phrasesiseniences
Output Oral extended discourse
Writlen words/ phrases/ sentences ¥
Written extended discourse
B. Materials J
Source Learners
C.Nature of | Personal infarmationfopinion
Content Fiction
E Non-fiction
e
3 Linguistic items J
3 Metalinguistic comment
2. PARTICIPATION Leamners individually simultaneously <
Learners in pairs / One-to-one spoken interaction
Leamers in groups / multi-person spoken interaction
Leamers lo diass / spoken monclogue
A. Discourse Initiate
Control Level | Respond
B. Focus Languége system (rules, patterns, ifems of forms) <
Meaning
Meaning/system relationship (Both meaning and form)
C. Mentat Repeat identically / repeal selectively
Operation Repeat with substitution

Review own foreign language output

Formulatethypothesize language rule

Repeat with transformation

Repeat with expansion

Apply staled language rule

Formulate items into large unit

Hypothesize explanation/descripion/meaning of something

Decode semantic/propesitional meaning

Select information

Categorize selected information

Translate from L2 to L1

Transtate from L1 to L2

Negoiate to accomphish communicative task




APPENDIX J

ANALYSIS OF TASKS REQUIRTNG OUTPUT IN UNIT 7 OF SBE2



Analysis of Tasksl, 4, 6, 7 And 8 in Unit 7 of SBE2

167

Title: SBE2

I Publisher: (Oxford Designers & Hlustrators) Fudan University Press

Tasks Without Output in This Unit:: 2,3, 5,9, 10, 11, 12, 13 And 14

Unit Number: 7

I Task Number

A Form:
Expected
Output

Graphic (picture, illustration, photograph and diagram)

Oral words/phrasesfsentences

Oral extended discourse

Written words/ phrases/ sentences

Written extended discourse

B.

Source

Materials

Leamers

C. Nature of

Content

1. CONTENT

Personal informationfopinion

Fiction

Non-fiction

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Leamers individually simultaneously

Leamers in pairs / One-to-one spoken interaction

Learners in groups / multi-person spoken interaction

Learners io dlass / spoken monologue

A. Discourse
Control Level

Initiate

Respond

B. Focus

Language system (rules, patterns, items or forms)

Meaning

Meaning/system relationship (Both meaning and form)

C. Mental
Operation

3. PROCESS

Repeat identically / repeat selectively

Repeat with substitution

Review own foreign language output

Formulatefhypothesize language rule

Repeat with transformation

Repeat with expansion

Apply stated language rule

Formulate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/prapositional meaning

Select information

Categorize selected information

Transiate from L2 to L1

Translale from L1 to L2

Negotiate to accomplish communicative task




APPENDIX K
ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 4 OF FIB1



169

Analysis of Tasks 3,4, 5, 7, 8, 10, 13, 14 And 15 in Unit 4 of FIB1

Title: FiB1 . [ Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press
Tasks Without Output in This Unit: 1, 2, 6, 9, 11, 12, 17, 20, 21, 26 And 27
Unit Number: 4 I Task Number 3{415|7[8710 (13 14 |15
A. Form: Graphic {picture, illustration, photograph and diagram),
Expecied Oral words/phrases/sentences v J
Output Orat extended discourse o4 J
Written words/ phrases/ sentences N A 4 A v
Written extended discourse
B. Materials AN A A AN
Source Leamers <4
C. Nature Personal information/apinion J
of Content | Fiction JE A Y A T I
._.;, Non—fiction
g Linguisticitems J
(&)
- Metalinguistic comment <
2. Learners individually simultanecusly v J oSS v | 4
PARTICIPATION | Leamers in pairs / One-to-one spoken interaction S Y v
Leamers in groups / Multi-person spoken interaction
Leamers to class / spoken monologue
A Levelof | Initiate A v
Discourse | Respond I J Y 1A
Control
B. Focus Language system {rules, pattems, items or forms) J 4
Meaning AN Y ) SIS A
Meaning/system relationship (Both meaning and form)
C. Mental Repeat identically / repeat selectively J Y < < S|4
Operation Repeat with substitution
Review own foreign Janguage output
Formulate/hypothesize language rule M
Repeat with transformation
Repeat with expansion ]
Apply stated language rule
Formulate items into large unit
Hypothesize explanation/description/meaning of something
Decode semantic/propesitional meaning 4
Select information o N J J
Categorize selected information |
§ Translate from L2 to L1
ZOZ Translate from L1 to L2
z Negotiate to accomplish communicative task J <




170

Analysis of Tasks 16, 18, 19,22, 23, 24 And 25 in Unit 4 of FIBI

Title: FiB1 I Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press
Tasks Without Output in This Unit: 1, 2, 6, 9, 11, 12, 17, 20, 21, 26 And 27
Unit Number: 4 | Task Number 16 (18|19 |22 |22
A. Form Graphic (picture, iHustration, photograph and diagram)
Expected Qral words/phrasesfsentences
Output Oral extended discourse 4 J |4
Written words/ phrases/ sentences W S '
Written extended discourse ?
B. Materials R N A
Source Learners
C. Nature of Personat information/opinion J
Content Fiction J <
% Non~fiction
% Linguistic items A A
?-' Metalinguistic comment
2. PARTICIPATION Learners individually simultaneously N A

Leamers in pairs / One-to-one spoken interaction ) 434

Leamers in groups / Multi-person spoken interaction

Leamers to class / spoken monologue

A Discourse Initiate J 4 4
Control Level | Respond 4 414
B. Focus Language system {rules, patiems, items or forms)
Meaning J J J
Meaning/system relationship (Both meaning and form}) -
C. Mental Repeat identically / repeat selectively 4
Operation Repeat with substitution

Review own foreign language output

Formulatemypothesize language rule

Repeat with fransformation

Repeat with expansion 4

Apply stated language rule + -

Formulate items into Yarge unit ' 4

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information A

Categorize selected information

Translate from L2 to L1

Translate from L1 to L2

Negotiale to accomplish communicative task J J |4

z
2 | 3.PROCESS

: tasks marked with “?” have ambiguous directions for having written outpul or not.



Analysis of Tasks 28-34 in Unit 4 of FIBI

171

Title: FIBY

I Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press

Tasks Without Output in This Unit: 1, 2, 6, 9, 11, 12, 17, 20, 21, 26 And 27

Unit Number: 4

l Task Number

28

29

30

]|

32

33

A. Form
Expected
Output

Graphic {picture, Mustration, photograph and diagram)

Oral words/phrases/sentences

Oral extended discourse

Written words/ phrases/ sentences

L

L

Written extended discourse

B.

Source

Materials

Leamers

Content

1. CONTENT

C. Nature of

Personal informationfopinion

Fiction

LSO

Ll et

L RN RS RS

Non-fiction

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Leamers individually simultanecusly

Leamers in pairs / One-to-one spoken interaction

Leamers in groups / Multi-person spoken interaction

Learners to class / spoken monologue

A_Discourse

Initiate

Controf Level

Respond

B. Focus

Language system (rules, pattems, items or forms)

Meaning

Meaning/system relationship (Both meaning and form)

C. Mental

Operation

3. PROCESS

Repeal identically / repeat selectively

Repeat with substitution

Review own foreign language output

Formulate/hypothesize language rule

Repeat with transformation

Repeat with expansion

Apply stated language rule

Formulate items info large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Cateqorize selected information

Transtate from L2 to L1

Translate from L1 to L2

Negotiate to accomplish communicative task

J

¥

Note: tasks marked with “?” have ambiguous directions for either oral or written output.




Analysis of Tasks35-38 in Unit 4 of FIB]

172

3. PROCESS

Title: FIB1 | Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press
Tasks Without Output in This Unit: 1, 2, 6,9, 11, 12, 17,20, 21, 26 And 27
Unit Number: 4 l Task Number 3|3 37 |38
A Form Graphic {picture, llustration, photograph and diagram}
Expected Orat wordsfphrasesisentences 70 | |7
Output Oral extended discourse
Written words/ phrases/ sentences A B O B S 4
Written extended discourse
B. Materials
Source Leamers J 4
€. Nature of Personal informationfopinion <
— Content Fiction
=
= Nen-fiction
§ Linguistic items J
- Metalinguistic comment
2. PARTICIPATION Learners individually simuitaneously LSS
Leamers in pairs / One-to-one spoken interaction
Leamers in groups / Multi-person spoken interaction
Leamers to class / spoken monologue
A Discourse fnifiate g LA
Control Level | Respond v
B. Focus Language system (rules, pattemns, items or forms}
Meaning oA
Meaning/system relationship {Both meaning and form) J
C. Mental Repeal identically / repeal selectively
Operation Repeat with substitution
Review own foreign language output
Formulate/hypothesize language rule
Repeat with transformation
Repeat with expansion
Apply stated language rule 4

Formulate iterns into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from L2 to L1

Transiate from L1 to L2

Negotiate to accomplish communicative task

Note: tasks marked with “7” have ambiguous directions for either oral or written output.




APPENDIX L
ANALYSIS OF TASKS REQUIRING OUTPUT IN UNIT 7 OF FIBI



Analysis of Tasks 4, 5, 6,9, 10, 11, 12, 13 And 15 in Unit 7 of FIB}
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Title: FIB1

l Publisher: {Pearson Education Limited) Foreign Language Teaching and Research Press

Tasks Without Outputin This Unit:: 1,2, 3,7, 8,14, 17,19, 22,23, 27, 29, 31,33,42 And 49

Unit Number: 7

I Task Number

415

6

10

1t

12

13

15

1. CONTENT

A. Form:
Expected
Output

Graphic picture, illustration, photograph and diagram)

Oral words/phrases/sentences

Cral extended discourse

Written words/ phrasesf sentences

Wriiten extended discourse

B.

Source

Materials

Leamers

C. Nature of

Content

Personal information/opinion

Fiction

L N S S

1 Non-fiction

Linguistic iterns

Metalinguistic comment

2, PARTICIPATION

Learners individually simultaneousty

Learners in pairs / One-to-one spoken interaction

Learners in groups / Mulli-person spoken interaction

Leamers lo class / spoken monologue

3. PROCESS

A. Discourse
Control Level

Initiate

Respond

B. Focus

Language system (rules, patierns, items of forms}

Meaning

Meaning/system relationship {Both meaning and form)

C. Mental
Operation

Repeat identically / repeat selectively

Repeat with substitution

Review own foreign language output

Formulatemypothesize language rule

Repeat with transformation

Repeal with expansion

Apply stated language rule

Formutate items into large unit

Hypothesize explanationfdescription/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from L2 to L1

Transtate from L1 to L2

Negotiate to accomplish communicative task

J

Note: tasks marked with “?” have ambiguous directions for either oral or written output.
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Analysis of Tasks 16, 18, 20, 21, 24, 25 And 26 in Unit 7 of FIB1

Title: FIBt Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press l
Tasks Without Output in This Unit:: 1, 2, 3,7, 8, 14, 17,19, 22, 23, 27, 28, 31, 33, 42 And 49 l
Unit Number: 7 Task Number [16 18 [20 [21 [ |25 |8
A. Form Graphic {piclure, illustration, photograph and diagram)
Expected Oral words/phrasesfsentences 7 17 ?
Output Oral extended discourse 4
Wiritten words/ phrases/ sentences 717 ? A A
Writlen extended discourse
B. Materials RIS R N A B A
Source Leamers
C. Nature of Personal informationfopinion 4 J
Content Fiction
% Non-fiction PSP A
% Linguistic items A A )
: Metalinguistic comment
2. PARTICIPATION Leamers individually simultaneously 4 1A WA I A IR
Leamers in pairs / One-to-one spoken interaction 4

Leamers in groups / Multi-person spoken interaction

Learners 1o class / spoken monologue
A Discourse Iniliate AR A
Control Level | Respond

B. Focus Language system (rules, pattems, items or forms) J |4
Meaning VA Y A B
Meaning/system relationship (Both meaning and form)
C. Mental Repeat identically / repeat seleclively oA A
Operation Repeat with substitution

Review own foreign language output

Farmulatefypothesize language rule

Repeat with transformation

Repeal with expansion

Apply stated language rule

Formulate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information ‘ : ¥ ¥
Categorize selected information
§ Transiale from L2 to L1
§ Translate from L1102
33 Negotiate to accomplish communicative task v
Note: tasks marked with “?” have ambiguous directions for oral or written output.



Analysis of Tasks 28, 30, 32, 34, 35, 36 And 37 in Unit 7 of FIB]
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Title: FIB1

Publisher: {Pearson Education Limited) Foreign Language Teaching and Research Press

Tasks Without Output in This Unit:: 4, 2, 3,7, 8, 14,17, 19, 22, 23, 27, 29, 31, 33, 42 And 49

Unit Number: 7

Task Number

28

30

32

34

35

36

37

A Form
Expected
Output

Graphic (picture, illustration, photograph and diagram)

Cral words/phrases/sentences

Oral extended discousse

Written words! phrases/ sentences

Written extended discourse

B.

Source

Malerials

Learners

C. Nature

of Content

1. CONTENT

Personal information/opinion

Fiction

Non-fiction

Linguistic items

Metalinguistic comment

2.
PARTICIPATION

Learners individually simulianeousty

Leamers in pairs / One-to-one spoken interaction

Learners in groups / Mutti-person spoken interaction

Learners to class / spoken monologue

A. Level of
Discourse

Control

intiate

Respond

B. Focus

Language system (rules, pattems, items or forms)

Meaning

Meaning/system retationship {Both meaning and form)

C. Mental
Operation

3. PROCESS

Repeat identically / repeat selectively

Repeat with substitulion

Review own foreign language output

Formulatefypothesize language nile

Repeat with transtormation

Repeat with expansion

Apply stated language rule

Formulate items into Yarge unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Transtate from L2 to L1

Translate from L1 to L2

Negotiate to accomplish communicative task




Analysis of Tasks 38, 39, 40,41, 43,44 And 45 in Unit 7 of FIB1

177

Title: FIB1 Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press

Tasks Without Output in This Unit:: 1,2, 3,7,8,14,17,19,22,23,27, 28,11, 33, 42 And 49

Unit Number: 7

Task Number

K]

39

40

41

43

45

A Form
Expected
Output

Graphic {picture, Hlustration, photograph and diagram}

Oral words/phrases/sentences

Oral extended discourse

Written words/ phrases/ sentences

-

Written extended discourse

B.

Source

Materials

Leamers

C. Nature of

Content

1. CONTENT

Personal information/opinion

Fiction

L I Y

Non--fiction

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Learners individually simultaneously

Leamers in pairs / One-to-one spoken inleraction

Leamers in groups { Multi-person spoken interaction

Learners to class f spoken monologue

A. Discourse
Control Level

initiate

Respond

B. Foeus

Language system (rules, patterns, items or forms)

Meaning

Meaning/system relationship (Both meaning and form)

C. Mental
Operation

Repeat identically / repeat selectively

Repeal with substitution

Review own foreign language output

Formulatemypothesize language rule

Repeat with transformation

Repeat with expansian

Apply stated language rule

Formulate items into large unit

Hypothesize explanation/description/meaning of something

Decode semantic/propositional meaning

Select information

Categorize selected information

Translate from L2 to L1

Translate from L1 10 L2

Negotiate to accomplish communicative task

J

£
2 | 3.PROCESS

- tasks marked with “?” have ambiguous directions for either oral or written output.




Analysis of Tasks 46, 47, 48, 50, 51, 52 And 53 in Unit 7 of FIB]
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Title: F1B1 Publisher: (Pearson Education Limited) Foreign Language Teaching and Research Press

Tasks Without Output in This Unit:: 1,2, 3,7, 8, 14, 17,19, 22, 23, 27,28,31,33,42 And 48

Unit Number: 7

Task Number

46

47

48

50

5

52

A. Form
Expected
Qutput

Graphic {picture, illustration, photograph and diagram}

Oral words/phrases/sentences

Oral extended discourse

Written words! phrases/ senlences

Writlen extended discourse

-

")

8.

Source

Materials

Leamers

C. Nature of

Content

1. CONTENT

Personal informalionfopinion

Fiction

o | oy b |

L N N N

Non--ficion

Linguistic items

Metalinguistic comment

2. PARTICIPATION

Leamers individually simultaneously

Leamers in pairs / One-to-one spoken interaction

Learners in groups / Multi-person spoken interaction

Leamers to class / spoken monclogue

A. Discourse
Control Level

initiate

Respond

8. Focus

Language system {rules, pattems, items or forms}

Meaning

Meaning/system relationship {Both meaning and form)

C. Mental

Operation

Repeat identically / repeat selectively

Repeat with substitution

Review own foreign language output

Formulatefhypothesize language rule

Repeat with iransiormation

Repeat with expansion

Apply stated language rule

Formutate items into large unit

Hypothesize explanation/description/meaning of something

Decode semanticipropositionat meaning

Select information

Categorize selecied information

Transtate from L2 1o L1

Translate from L1to L2

Negotiate lo accomplish communicative task

J

4

Z
& | 3.PROCESS

- tasks marked with *?" have ambiguous directions for either oral or written output.






