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C-Narration:
Training For
Tourism

a prospective
Agent

D- Discussion :
There are
several questions
need to be
answered

A. Conversation
An Interview At
ATLAS

B. Vocabulary :
some vocabulary
used in this lesson

F-ASSIGMENT
Write A letter of
application to
ALAS Travel
Agency

E-Practical
Exercises
1-Progressive
Substitute Drills
2-As has different
meanings
3-Word Study

C. NARRATION

Growing
cooperation
among branches
of tourism
E-PRICTICE
EXERCISES

: AREGIONAL
MEETING OF
ALAS
A.CONVERSATI
ON : The Agency's
Strategy
B.VOCABULARY

F.ASSIGNMEN
T Write a letter
to a hotel making

D-DISCUSSION
: There are several
guestions need to




reservations for
clients

be answered

C.NARRATION
Mr. Chem ,an
automobile
dealer ,emerged
from a tourist
agency

THE AGENT'S
ROLE A
CONVERSATIO
N : The Agents as
Salesman

B_
VOCABULARY

F.ASSIGNMEN
T Write a letter
to an airline
company asking
about your
commission .

D. DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
; Tourism
stimulate
Industry

:TOURISM AND
GOVERNMENT
A.CONVERSATI
ON

B-
VOCABULARY

F.ASSIGNMEN
T: Many
agencies send
messages by
telex to hotels

D. DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
‘Vacation life in
the West .

NINETH WEEK
AN AD THAT
ALLURES
A.CONVERSATI
ON
B.VOCABULARY

F. ASSIGNMEN
Bring a few
newspaper
advertisements
for tours to class
. Explain which ,
in your opinion
,are the most
effective

D.DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
:Ski Resorts
Some typical
descriptions
advertising
winter sports.

SKIING IN
SUMMER AND
WINTER

A.
CONVERSATIO
N : A Ski Spree
B.VOCABULARY

F.ASSIGNMEN
T A client ,who
were a member
of a package
skiing group ,
wrote that as
soon as she
entered home
,she found that
one of her new
skis was badly

D.DISCUSSION
E. PRACTICE
EXERCISES




C.NARRATION
: Choosing The
Cruise

For You

CRUISING IN
THE
CARIBBEAN
A.CONVERSATI
ON :Selling a
Convention at Sea
B.VOCABULARY

ASSIGNMENT
You, as the
agent, write a
letter to a car
rental company
about an error
they made .Be
specific as to the
type of error,
giving names ,
dates and
enclosures .

D.DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
: African Safaris
The Main topic
in this narration
is about African
safari

MODERN
SAFARIS

A
.CONVERSATIO
N :An Amazon
Safari
B.VOCABULARY

F.ASSIGNMEN
T ; You be the
agent and
answer a letter of
inquiry about a
tour to some
area in your
country .

D.DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
: Orienting
Clients

The Main topic
in this narration
is about
Orienting Clients

HANDLING
COMPLAINS

A
.CONVERSATIO
N :An Amazon
Safari
B.VOCABULARY

F.ASSIGNMEN
T: writing the
agent's letter to
the hotel
mentioning some
complaints

D.DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION
: To Improve
Service

The Main topic
in this narration
is about
Improving
Service

TOUR
ARRANGEMENT
S

A
.CONVERSATIO
N : Into the past
B.VOCABULARY

F. ASSIGNMEN
Writing a
Congratulatory
letter to

The general

D.DISCUSSION
E. PRACTICE
EXERCISES




manager of the
Bayside Resort
Hotel

C.NARRATION
: Tourist Guides
The Main topic
in this narration
is about A tourist
guide
qualifications

ON TOUR

A
.CONVERSATIO
N
B.VOCABULARY

Gy rall g SUN

F.ASSIGNMEN
T:Writing a
letter of
Compensatio

D.DISCUSSION
E. PRACTICE
EXERCISES

Q} )M:d'“ \}Lﬂl_ﬂ\

C.NARRATION
: The Bamboo
Curtain Parts

Les CURTAINS
ARE OPENING
A
.CONVERSATIO
N

G osiall g aal )l

The Main topic
in this narration
is about Curtain
Parts

: The Iron Curtain
Rises
B.VOCABULARY

Jj)ﬁﬂj\juaml.aj\

F.
ASSIGNMENT:
Writing An
Inquiry letter
asking about

D.DISCUSSION
E. PRACTICE
EXERCISES

55 il g b

the arrangement
for atrip to
China

Second term Exam

C.NARRATION
: Fairs, Festivals
and Festivities
The Main topic
in this narration
is about Seasonal
Celebrations

:FESTIVAL
PACKAGES

A
.CONVERSATIO
N : Festivals
,Fiords ,and
Highland fling
B.VOCABULARY

Ol 5 )

F.ASSIGNMEN
T:Plan a window
display for a
festival in your
Country

D. DISCUSSION
E. PRACTICE
EXERCISES

C.NARRATION

ALAS TRAVEL
BUREAU The
Main topic in
this narration is
about writing a
letter Inquiring
about ""Jubilee™
trip to Rome

SPECIAL
EVENTS
A.CONVERSATI
ON :An ALAS
Trainee
B.VOCABULARY
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3ala) ) Business letter writing

k8l L) : what makes a letter
effective

8Ll .l | Parts of a business
letter

4304 <6l | The Heading , The date
line , The opening , The
attention line , The
salutation line

48Ul .l | The body — subject line
the closing — company
signature

a8l .l | Reference  initials —
enclosure notation
Mailing notation
carbon copy . Lind
carbon copy

48Ul .l | Posts script — position of
letter ports- the envelop
4L 6l | Different lay outs of a
business letter — full
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blocked

Semi-Blocked , the
indented letter — social —
business letter.

A58l el

Kinds of business letter
Asking letter — letters
answering requests

IR I

Claim and adjustment —
credit and collection

auzalal) Ll

Sales letter -
employment letters
social business letter

a8l el

Enquiries : useful
opening —  suitable
endings — useful.
Expressions —
specimens of enquiry

IR I

Terms used in giving
guotation , some useful
abbreviations

IR I

Offer ; opening
expression

aialall el

Useful ending — useful
expressions of offer

aliay)

LYl

Soles letters Elements
of sales letters sales
letter

by

LYl

Promotion letters or
circular letters

Factors of planning
stressful sales letters
.Points

For on effective sales
letter follow- up sales
letter

Useful expressions

Public relations . circular
letter — Useful
expressions .

Public relations letters
orders and execution of
orders




Different form of orders
Necessary details of an

order — opening
phrases concluding line

Rejecting the order |,
useful expressions .

Packing and despite |,
Marking : useful
expressions .

9 _pal) g SN

Errors and
disagreements in
accounts — statement of
a account — complaints .

And adjustment letters
adjustment letters
nocice banking — Home
trade kinds of bank
accounts

s pdall 5 ol Sl

Payment by cheques
bank and over drafts

banking — foreign trade
banker's Hansfers -
bills of exchange -
letters of credit -
Promissory note

Banker’s draft — banking
lemmas - useful
expression

Telegrams — Rules of
sending a telegram -
kinds

)5 psiall 5 (palill

of telegrams - Tele
communition Services

s il 5 el

Secretarial
correspondence

Ol
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AN
(B ralaall)

Auxiliary verbs do- be-
have

u.uJ.ﬁ\@éA’

<) gaiu)

Camadail) g LAY

this how are <laladdiu)
you numbers

UAJ-\J‘PGA

<) gaiu)

PN
(B ralaall)

Negatives and short
answers

<) gaiu)

PN
(3 ralaal))

Parent simple

<) gaiu)

(ol g oA

Countries where's he
from?

<) gadiad)

M‘JCJ‘E‘

A8l K]

Reading and speaking

<) gaiu)

sl
(5 alaall)

Present continuous

<) gaiu)

sl
(5 walaall)

Past simple

<) gadiad)

PN
PRI 9
gl

Jobs

PN

Jgad)

Can -can't

PN

dEBLLY) g £ A)

Personal information
and social expression

<) sadad)

-

A58

The future

<) sadad)

PRI
MUASU

Possessive's and family

PN

s\l

Present continuous
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The way we live sport/
food
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Do you like

PR

Want to do

slaly
PR 9

Present perfect

salyy
(5 walaall)

Simple past

Jgadl

Conditionals

sl
A8l 9

Reading /words that go
together

YA TERT

Time clauses

Models verbs

Have been- have gone

Time expressions

(b salaall)

| don't know

A
(b wakaall)

Report speech

PN
(B ralaall)

Grammar revision

Test
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listening
‘guests
preference
Exercise (1)
work book
consist of
descriptions
of three

hotels,

Exercises
(2,3,4) work
book making
sentences to
express like
and dislike p

(4,5,6)

Type of
Accommodation.
Language study:
(A) giving
Opinions.
Expressing Like
and Dislike
Word study :
Accommodation .
Reading :Where to
stay in Yosemite
park

8aL)
Glalhialll
Al iy
Aoyl dalil

Activity:
Choosing a
Hotel

Activity:
Describing
beach resort

hotels

Vocabulary
Study

- Speaking :
Dealing
with
enquiries
about
accommod
ation
- Reading:
Brochure
Descriptio
n

8L)
Glalhadll
Aald) lyially
Aoyl dalil

Exercises:
(1) work
book p (10)

Exercises:
(2,3,4,5)
work book p
(11,12,13

Exercises:
(6,7,8) work
book p
914,15)

Hotel Facilities

Word study :-
guide book
Symbols

Listening :- At the
Hoteliers
conference , 3-
language study :

(A) Describing
past Time , using
present perfect
and simple past .)

(B) Making
Comparison, we
study the  ways of
comparing things.

8aL)
Cilallaiadll
Aaalaud) i idly
Ayl dalil

6- speaking :
Describing
Room

7- word
study :

5- Listening ; Room
Description ;
listening to the
phone calls between
a respective guests




Special
facilities

8- Reading :
Tall Story
,What
problems tall
people face
in hotels ?

and the information
desk at three
different hotels

AN aally

11- An
Informal
letter
Recommend
ing Hotels
12- Studying
the
Vocabulary

9- Activity :
comprising Hotels
,Guide book for
three different
hotels in Edinburgh

10-Activity
:Prioritizing
alteration work on a
hotel

8aL)
Cilallaiadll
Aald) lyially
Aol AL

Language
study:
Obligation.
Exercises:
(1,2) work
book p
(16,17

Word study:
Adjectives
and nouns
Describing
Personality.
Exercises
(3,4,5)work
book p
(18,19,20)

:Staffing and
Internal
Organization
Listening :Hotel
staff Hierarchy,
simplified staff tree
of a medium-sized
hotel.

8aL)
Glalladl)
Aaalaad) i ialy
Ayl dalil

Exercises :
(6,7) work
book p (21)
Listening:
The job of a
concierge

-Reading :A family
Hotel In the
Dordogne.
Speaking: Running
a small Hotel

8aL)
Cilallaiadll
Aald) lyially
Ayl dalil

Activity:
Appointing a
Concierge
Vocabulary
Study.

Activity:
Careers in
Housekeeping and
Maintenance.
Writing: A Job
Application

82L)
Cilallaiadll

A laad) Ciall
Aoyl dalil

Listening:
Telephone
Reservation
Exercises:

Reservation and
Check-in

Word study:- Hotel
Document

82L)
Glalbadll
Al clidly
Aol AL




(1,2)work

book p(22)
3 Exercises
(3,4) work
book p (23)
Exercises (5)
work book

p(24).

Reading:
Reservations
and Front
Office
Computer
Systems,

Language study:
(A)Pronunciation of
letters,

(B) short answers,
(C)Tag questions,
the way we use tag
questions to ask for
information,).

Exercises (6)
work book p
(24) the
students
should
choose the
correct
option from
the word in
italics.
Exercises (7)
work book
p(25) the
students
should

Speaking:
Reservation
Procedure, flow-
chart showing the
procedure that hotel
should follow when
dealing with a

reservation.
Writing
:Confirming a
Reservation by a
fax

8L)

Aol cyiall
AISHY) Aallly

Listening:
Check-in
Procedure
Speaking
Check —in
Allocating
Room
Vocabulary
Study

Reading: Fax
Reservation .An
example of fax

reservation then we
should complete the
chart.
-Activity: Buying a
Computer System

8aL)
Glalladl)
Aaalaud) i ially
Ayl dalil

-Reading:
Menus.
Exercises
(3,4) work
book p (29-
30)
Listening
:Ordering a
meal
Language
Study
:Intentions
and
Spontaneous
Decisions
Exercises

Hotel and
Restaurant Service

Word study
:American and
British
Exercises (1,2)
work book p (28-
29) —Reading
Hotel Notice And
Information Sheets

8aL)
Cilallaiadll
Aol il
Aol AL




(5,6) work
book p (31-
32)

Listening:
Calling
Reception
Writing:
taking
Telephone
Message
Vocabulary
Study

Activity:
Categorizing job in
the food and
beverage cycle
Activity :Separating
Jumbled Orders

8aL)
Cilallaiadll
Gl il
Aoyl dalil

Word study:
(A)
Financial
Terms
(B) Guest
accounting
Exercise (5)
work book p
(37)
Exercises (6)
work book p
(38-39)

Speaking:
Checking
out, dialogue
between
receptionist
and a guest,
who is
checking out

Money Matters
Reading: Bill form
the Royal York
Hotel
Language Study :
(A) Using Number
Exercises (1,2,3)
work book p (334-
35)

(B) The Passive
Exercise (4) work
book p (36)
Listening: Tree

Financial
Transaction

S.\\:‘)'
clallhaall

dald) Cljially
Al sl

Exercises
(6) work
book p (38-
39)
Activity:
Exchanging
Foreign
Currency .A
set of buying
and selling
rates for
each
currency ,
and decide
whether you
going to
charge
commission
Activity :A
Comparison
of tipping in
three
countries
11-
Vocabulary

Reading: A memo
Staff ,A memo
explaining the

Grand Hotel policy
on room rates

Writing: A Letter
Offering A special
rate, possible
reservation for three
rooms for two
nights for the
weekend
reservation

8aL)
Glalladl)
Aaalaud) i idly
Ayl dalil




Study

Exercise (1)
work book p
(40,41)

Listening :a
guest
complains
Exercise (2)
work book p
(42).

dealing with
complaints
Language study :
present perfect
passive

Reading : There is a
fly in my software

8aL)
Gilallaiadll
Ggalaad) i ialy
Aol Al

6- Speaking
: Dealing
with
complaints.
Exercise (4)
work book p
(44) Exercis
e (3) work

book p (43)

Word study :
Intensifying adverb.
Reading : Letters of
complaints .
Writing :
Replaying to a
latter complaints

9- listening : A
Disastrous
experience

8aL)
Gilallaiadll
Aalaad) i ialy
Aoyl dalil

Exercise
(5):work
book P(45)
Vocabulary
2- Listening
: Excursion

on Crete

Exercise (1)

work book p
(46)

10-Activity
:Restaurant role
play

11-Activity :
Assessing guests
feedback Unit (8)
Site services:
Reading Off — Site
services.

8aL)
Glalhialll
Aaaloudl caall
Aoyl dalil

4- Speaking
: Local
attractions .
Exercise(2,3
) work book

p (48) .
Exercise(4)
work book p
(49) .

3- Language study :
First conditional.
Word study
:Entertainments
Reading : Car Hire
Information

8aL)
Glallhadll
Al iy
Aoyl dalil

Listening :
guided tour .
Exercise (5)
work book p
(50) .
Exercise (6)
work book p
(51)

Writing :
Writing a
leaflet

7- Speaking : car
hire information
,As a representative
of a car hire
company working
at hotel desk .
Activity : Reading a
bout full - day
coach tour to Leeds
Castle

Activity : Making a

82L)
Gilallhiadll
Al clidly
Aoyl dalil




describing
the
attractions .
Vocabulary
study .

list of attractions
and local facilities
which might
interest a visitor .

Word study:
Comparison
and contrast
Exercise (1)
work book p

(52) .
Listening :
An interview

Exercise
(2,3) work
book p
(53,54)

the Business
Traveler.
Listening :
Looking after
important persons.
Language Study :
Present Perfect
Continuous.
Reading : Hotel
Business facilities.

8aL)

dalud) Cljially
AN aally

Writing : A
welcome
letter.
Exercise
(4,5) work
book p

(54,55). .
Activity-
Activity.
Exercise
(6,7) work
book p
(56,57)
Writing : A
leaflet for
the
Conference
hotel .
Vocabulary
study.

Speaking : Cultural
differences
Reading : The
Business traveler.
- Writing : A
leaflet for the
Conference hotel .
Listening :
Changing
Conference
Programmer.

8aL)
Silallaiadll
Galud) lyially
do )yl dalil

3-Inspecting
a
Conference
suite
Exercise (1)
work book p
(59)

5- Speaking
:Conference
facilities
Exercise
(2,3) work
book p (59-
60)

: Conferences
1-reading: A letter
of Enquiry

2- Word study:
Conferences and
meetings
4-Language study :
Describing Use

6- Reading : The
Abela Hotel

8aL)
Glalladl)
Al iy
Ayl dalil

Exercise(4,5
) work book
p (61-63)
9-Activity
Exercise (6)

7- Listening
:Changing
Conference
Programme
10- Writing :A




work book p
(63)
Exercise
(6,7) work
book p
(56,57)

leaflet for the
Conference Hotel
11-Vocabulary
Study

AN aally

Reading :
Five tour
operators.
Speaking :
Arranging
an itinerary

Listening :
Choosing a
Hotel
Reading : A
letter form a
managing
Director .

Tour Operation —
Planning
Listening :
Explaining fame
trips.

Language study :
Future Continuous
Word study
:Prepositional
phrase

8aL)
Glalhialll
Aald) Clyially
Aol AL

Exercise(4)
work book p
(69

Activity
:The
business of

Tourism

Writing :A letter to

a tour operator
Speaking : tour -
planning

Activity :tour-
operation planning
Vocabulary study.

8aL)
Glalhialll
Aaldl il
Aoyl dalil

Listening :
Checking a
group.
Listening
study :
Second
conditional.
Listening in
rates.
Exercise(1)
work book p
(7).

Tour Operation-
execution
Speaking
:Assessing tour
group needs
Reading : A
welcome letter and
itinerary for special

8aL)
Cilallaiadll
Aald) lyially
Aoyl dalil

Different
external
Exercises

Revision

8aL)
Cilallaiadll
Aol il
Ayl dalil

Exercises:
(1) work
book p (10)

Exercises:
(2,3,4,5)
work book p
(11,12,13

Hotel Facilities

Word study :-
guide book
Symbols

Listening :- At the
Hoteliers
conference , 3-

82L)
Glalbadll
Al clidly
Aol AL




Exercises:
(6,7,8) work
book p
914,15)

language study :
(A) Describing
past Time , using
present  perfect
and simple past .)
(B) Making
Comparison, we
study the  ways of
comparing things.

6- speaking :
Describing
Room

7- word
study :
Special
facilities

8- Reading :
Tall Story
,What
problems tall
people face
in hotels ?

5- Listening ; Room
Description ;
listening to the
phone calls between
a respective guests
and the information
desk at three
different hotels

8aL)
Glalbadll
Aaald) il
Aoyl dalil
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