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Why Online?
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• flexibility 

• discipline

• visa issues 

• qualified teachers

• economy

• authentic experience

• client retention
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The Differences

Online vs. Physical
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Online vs. Physical

• the technology

• turn taking

• body language

• lesson format

• concentration

• personality
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The Technology
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Platforms



• Share Pod 

– The Whiteboard

– File share

– Video / audio

• Notes Pod

• Polls

• File transfer

• Q & A

• Web Links

The Pods



The Pods



The Pods



The Pods



The Pods







Breakout Rooms



The Lesson Format
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• Time difference

• Extensive vs. Intensive
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Blended Learning

Training 

Assignments 

Self/study 

Review



The Materials

Jack Spencer Prince



“Civilisation advances by extending the number 
of important operations which we can perform 

without thinking of them.”

Alfred North Whitehead
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The Materials

• Authenticity

• Adapting materials

• Simulations

• Collaborative Tasks

• Role play

• Critical thinking / problem solving

• Discussions



Document types & Sequences

• Reminders
• Appointments 
• Quotations 
• Offers 
• Proposals (counter-proposal)
• Reports 
• Enquiries (replies)
• Applications 
• Orders 
• Complaints 
• Reservations
• …



Role play / Simulations

The scenario: 

The players:

Level of formality:

Background for sender:

Background for recipient:

Additional information:



stages of the simulation 

Group briefing 
Individual briefings
Simulation
Group debrief
Review language



Attachments

Request information

Send Attachments

Problem with attachment

Resend documents

Thank/Comment/Follow up







Preparation
In your group think of a product you wish to purchase.

PRODUCT _________________
Now write to the manufacturer/supplier. 

• AN ENQUIRY (customer) 

• REPLY TO AN ENQUIRY(supplier) 

• REQUEST FOR QUOTATION/APPOINTMENT/ (customer)

• QUOTATION (supplier)

• COUNTER-PROPOSAL (customer)

• REPLY TO AN OUNTER-PROPOSAL(supplier)

• AN ORDER (customer)

• DISPATCH ADVICE / INVOICE (supplier)

• A COMPLAINT (customer)

• REPLY TO A COMPLAINT / APOLOGY / PROMISE ACTION (supplier)



Reformulation

If you’ve paid it, forget 

this. If not, pay now!

Should you have settled the account 

within the last few days, kindly ignore 

this reminder, otherwise I must ask for 

your immediate remittance.

Informal Formal



Sources

• Company websites (reports, graphs, charts…)

• Authentic correspondence

• Company websites

• TED / TED-Ed

• youtube

• Online newspapers



Needs analysis



Tools





• Vocaroo – http://vocaroo.com/

• Audacity – http://web.audacityteam.org/download/

• ClipGrab – http://clipgrab.org/

• the noun project – http://thenounproject.com/

• Anki – http://ankisrs.net/

• Mediahuman Audio Converter – http://www.mediahuman.com/audio-

converter/

• Cloze test creator – http://l.georges.online.fr/tools/cloze.html

• Gapminder – http://www.gapminder.org/tools/#_locale_id=en;&chart-

type=bubbles

Tools

http://vocaroo.com/
http://web.audacityteam.org/download/
http://clipgrab.org/
http://thenounproject.com/
http://ankisrs.net/
http://www.mediahuman.com/audio-converter/
http://l.georges.online.fr/tools/cloze.html
http://www.gapminder.org/tools/#_locale_id=en;&chart-type=bubbles


Conclusion



Online lessons make business 
sense!




