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Resumen 

La enseñanza del inglés con fines específicos (ESP, por sus siglas en inglés) ha 

promovido una comunicación más exitosa en el contexto de un mundo 

globalizado. Las personas involucradas en todos los campos de especialización 

requieren un segundo idioma para interactuar en los lugares de trabajo: por lo 

tanto, los investigadores de acción deben proporcionar oportunidades a los 

estudiantes que solicitan programas especializados adecuados a sus 

necesidades. Este estudio de investigación tuvo como objetivo determinar hasta 

qué punto los materiales diseñados e implementados en un curso de inglés con 

fines ocupacionales ayudaron a los estudiantes a alcanzar los objetivos. El curso 

fue diseñado para un grupo de 20 estudiantes en el área de Administración de 

Aduanas y Comercio Internacional de la Universidad de Costa Rica, habiendo 

expresado sus necesidades y carencias. El estudio se basó en un enfoque de 

métodos mixtos. Inicialmente , los instrumentos de recolección de datos incluyeron 

cuestionarios, entrevistas y una prueba diagnóstica para identificar las 

necesidades, deseos y carencias de los estudiantes. Durante una segunda etapa 

del proceso, se realizaron varias observaciones de clase y una técnica no 

observacional. Además, los estudiantes y los supervisores completaron los 

formularios de evaluación del curso y los formularios de evaluación del 

desempeño de los estudiantes practicantes. Los resultados revelaron que los 

materiales no sólo ayudaron a los estudiantes a alcanzar los objetivos del curso, 

sino que también cumplieron con los principios de ESP y TBL T, proporcionaron 

información apropiada para la comunicación escrita y oral de los estudiantes y 

fueron utilizados efectivamente por los facilitadores. Las necesidades, deseos y 

carencias de los estudiantes quedaron satisfechos en gran medida. 

Palabras clave: Inglés para Propósitos Específicos, Inglés para Propósitos 

Ocupacionales, materiales didácticos, logros objetivos, principios ESP y TBL T, 
aporte, uso efectivo de materiales. 
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Abstract 

Teaching English for Specific Purposes (ESP) has promoted more successful 

communication in the context of a globalized world. People involved in every field 

of expertise require a second language to interact at workplaces; therefore, action 

researchers should provide opportunities to learners who request specialized 

programs suitable for their needs. This research study aimed to determine the 

extent to which the materials designed and implemented in an English for 

Occupational Purposes course helped the students achieve the objectives. The 

course was designed for a group of 20 learners in the area of Customs 

Administration and lnternational Trade at the University of Costa Rica having 

expressed their needs and lacks. The study was based on a mixed methods 

approach. lnitially, the data collection instruments included questionnaires, 

interviews and a diagnostic test in order to identify the students' needs, wants, and 

lacks. During a second stage of the process, several class observations and a non­

observational technique were carried out. Moreover, the students and the 

supervisors completed course evaluation forms and student teacher performance 

evaluation forms. The results revealed that the materials not only helped the 

students achieve the course objectives but also that they complied with ESP and 

TBL T principies, provided appropriate input for the students' written and oral 

communication, and were effectively used by the facilitators. The students' needs, 

wants, and lacks were satisfied to a great extent. 

Keywords: English for Specific Purposes, English for Occupational Purposes, 
teaching materials, objectives achievement, ESP and TBL T principies, input, 
effective use of materials. 
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1 

The present project describes the stages followed for the elaboration of a 

course of English for Specific Purposes (ESP) as a graduation requirement for 

students enrolled in Maestría Profesional en la Enseñanza del Inglés como Lengua 

Extranjera. English far Customs Administration and lnternational Trade Students is 

a course designed for a group of 20 learners majoring in Customs Administration 

and lnternational Trade at the University of Costa Rica (UCR) and taught by 

Practicum students during a semester. 

Current agreements and trade among countries have promoted growing 

economies, and the English language plays an important role in this setting . Most 

people in the aforementioned field find the use of English relevant to get better 

jobs, to interpret documents, and to communicate with English speakers. 

Therefore, the main reason to elaborate the current project is to investigate the 

field of expertise thoroughly in order to design a course that satisfies the needs of 

the participants . This Portfolio contains three sections: Needs Analysis, Syllabus 

Design , and Course Evaluation Report . The Needs Analysis section was crucial to 

make decisions regarding the syllabus design, lesson plans, materials, and the 

assessment instruments for the course. On the other hand, the Course Evaluation 

Report presents the results concerning the assessment of the materials designed 

and implemented in order to determine the extent to which the latter helped the 

students achieve course objectives. 
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Chapter 1: Needs Analysis 

This section of the project included the process of data collection in order to 

a) understand the area of expertise at the Customs Administration and 

lnternational Trade major (CAIT) , b) obtain valuable information from the 

stakeholder, the coordinator of the major from the School of Public Administration 

at UCR, and experts in the field of expertise , e) select and meet the population that 

will take the future English for Specific Purposes (ESP) course , d) obtain 

fundamental data in regard to the participants ' needs, wants and lacks, and e) 

analyze the results from the diagnostic test. The purpose of the Needs Analysis 

stage is to provide the bases for the Syllabus Design and assessment of the 

course. 

Methodology 

In this stage of the process , severa! instruments were used to obtain 

quantitative and qualitative data. First. the use of semi-structured interviews for the 

stakeholder and experts and a follow-up interview for the participants revealed 

important non-statistical data. Second, the use of questionnaires and a diagnostic 

test for the participants provided objective numerical data. 

Qualitative data 

The initial information learned from the results provided very useful 

background to guide the researchers' inquiry in terms of the type of working field, 

job-related tasks , relevant needs in a changing market and the use of English in a 

globalized world . As indicated above , understanding these facts and the student 

profile in the context of Customs Administration and lnternational Trade 



enlightened further decisions about the definition of goals and the elaboration of 

materia Is. 

Semí-structured íntervíew wíth the stakeho/der and experts 

3 

The use of a semi-structured interview (see Appendix A) was a meaningful 

tool to collect information during the needs analysis process because the 

stakeholder and experts reported detailed data about their knowledge and 

experience in the field . Through the use of the semi-structured interview technique 

with open-ended questions, the researchers established a parameter to obtain 

specific information ; however, crucial unexpected data was obtained as well. 

The first person who answered the semi-structured interview was the 

coordinator of the Customs Administration and lnternational Trade (CAIT) majar at 

UCR. The questions included the importance the English language has in the field 

of CAIT, the possible jobs students can get, where the students can work, who 

they might interact during their career, the type of tasks they need to carry out at 

work and during their majar that involve the use of English , the kinds of texts they 

are exposed to at the university, the profile students should have, and the 

expectations future stakeholders might have regarding the language in arder to 

hire them. Furthermore, the same guided semi-structured interview was used to 

obtain information from experts who provided significant data to continue with the 

next steps in the project. 

The first expert works for one of the most important enterprises in charge of 

distributing packages around the world and offering global transportation like DHL. 

He was a customs agent in charge of imports and exports , deliveries, authorization 

of merchandise and payment of wharfage in port companies . In other words, he 



dealt with accommodations provided ata wharf for the loading, unloading, or 

storage of goods. The second expert worked for a company in charge of dealing 

with consumer foods. He was the Logistics Coordinator, and he had to monitor the 

food supply chain , supervise the traffic department, storage and plan the product 

demand. After the interviews, further communication with the stakeholder and 

experts was possible via e-mail. 

Fol/ow-up interview with the participants 
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After administering the questionnaires and the diagnostic test, the 

participants were sent a follow-up interview (see Appendix B) in arder to confirm 

and get specific data about their workplace, tasks related to the English language 

at work and at school, their perception of English as a necessary tool to carry out 

their duties, their background regarding their process of learning the language, and 

the tapies they were interested in learning in the course. The guided follow-up 

interview contained items such as multiple choice and short answer items. 

The follow-up interview was intended mainly to make decisions about the 

nature of the ESP course, whether it would be English for Academic Purposes 

(EAP) or English for Occupational Purposes (EOP). Most of the participants 

expressed the need for an EOP course that helped them perform oral tasks that 

require English. In fact, the participants who were working at the moment 

discussed their experience with real tasks involving English that they carried out at 

work, and they were interested in understanding the English version of customs 

documents. Most of the participants expressed they needed English only to do 

homework in a few courses since sorne of the important texts were in English and 



that English was not mandatory; therefore, the researchers decided the course will 

be EOP-focused. 

Quantitative data 
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All the quantitative data gathered was useful to selecta specific target group 

of participants; moreover, the instruments provided numerical and fundamental 

information to make this project as valid and objective as possible . 

Questionnaire 

During the initial stage, an online questionnaire (see Appendix C) was 

elaborated following the steps and procedures recommended by Dórnyei (2011) 

who advocates their use for providing reliability , validity and practicality to the 

needs analysis processes (p. 101 ). The questionnaire included sections 

concerning personal information, general information, learning preferences, 

language skills, and current/future language needs at the field of expertise. lt 

consisted of specific types of items such as multiple choice items to understand the 

students' background in the English language, rank arder items in the case of 

learning styles and activities the participants would like to see in the ESP course 

and the semantic differential scales to determine their perception about their 

abilities in listening, speaking, reading, and writing. The data obtained was 

considered more valid since it reflected commonalities with the interviews 

conducted with the stakeholder and experts. 

The questionnaire was sent via e-mail to 97 participants from the majar. As 

a pre-selection , 32 participants were selected taking into account factors such as 

interest, commitment, and English proficiency leve!. Finally, 20 participants were 



selected to become the target group taking into account the results from the 

diagnostic test and parameters related to size of the group and homogeneity. 

Diagnostic test 

The diagnostic test (see Appendix O) encompassed four sections, listening , 

speaking , reading , and writing. First the listening section included a video and a 

set of two items, multiple choice, and short answer. Second , the reading section 

consisted of an authentic text and a short-answer item. After that, the writing 

section included an authentic job announcement and an item related to the 

completion of a cover letter. Finally, the speaking section was an individual 

interview with the participants encompassing questions related to personal 

information and basic information related to the field of expertise. The diagnostic 

test was only administered to the thirty-two participants pre-selected . 

General Description of the lnstitution and Field of Work 

lnstitution 
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The School of Public Administration at the University of Costa Rica is a 

pioneer in the teaching of this discipline and its creation is a response to trade 

liberalization and internationalization of economies . This discipline empowers 

future workers to manage and develop both the public and prívate sector, aids in 

the modernization of the National Customs System and provides support to 

international trade professionally. The School of Public Administration at UCR also 

has competence to design , implement and advise on legislation , monitoring, 

verification tariff, customs procedures, and foreign trade. 



The main objectives of the major are a) to promote fundamental ethical 

values for public accountability consistent with the obligations of the agreements, 

treaties, and international agreements, b) to offer the students multidisciplinary 

training that allows them to enter the labor market, c) to promote the development 

of National Customs and Foreign Trade System in order to meet the requirements 

of the State, the prívate sector and national and regional entities ( Universia Costa 

Rica, 2016, n.p.) 

Field of work 

The Customs Administration and lnternational Trade (CAIT) is a very 

important major and future work field in Costa Rica in the political context of trade 

agreements. Furthermore, English represents a necessary skill for the selected 

population to deal with their day-to-day work in arder to interact with foreign 

business people, tourists , investors, consignors , consignees, owners or 

stakeholders, importers, exporters , and shippers among others (M . Ruiz, personal 

communication , March 12, 2016) . 

7 

In Costa Rica , the main authority in this field is the Directorate-General of 

Customs (DGA) , and all authorized and recognized customs areas which deal with 

customs duties are in charge of specific regions . The main customs zones include 

Caldera, Central, La Anexión, Limón, Paso Canoas, Peñas Blancas, and the 

airports Juan Santamaría, and Tobías Bolaños (Comerciouna.wikispaces.com, 

2016). 

Once students from this majar have graduated , they can look for jobs as 

customs agents, customs technicians , customs officers , or work in the logistics 

area . In addition , these professionals can work in their own business , ports , 
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airports, franchises , warehouses, and borders. There are several kinds of job­

related tasks depending on the positions. For example, customs officers are 

responsible for controlling the imports and exports of either legal or illegal goods 

such as food , computers, drugs, and firearms . They can also be in charge of 

supervising warehouses and containers to prevent the smuggling of items, 

checking documentation related to imported goods, writing reports , filling out forms , 

or dealing with revenue due on imported goods. Other groups of workers are 

customs agents in charge of paying taxes , filling out forms . bilis , and certificates of 

origin for importers ; they usually have their own offices or agencies . Finally, others 

such as customs technicians supervise capacity of merchandise, deal with 

documents such as bilis of lading, packing lists, and commercial invoices, and 

interact orally with customs agents. (M . Ruiz, personal communication. March 12, 

2016) . 

More specifically, the coordinator of this majar reported relevant findings 

from recent surveys in Costa Rica . The study was conducted at the school of 

Public Administration at the University of Costa Rica with a population of workers 

at 109 companies. She explained that future employees will not only work for 

public institutions like the Ministry of Foreign Trade (COMEX) , but also for the 

prívate sector. In addition , she added that 80% of the graduate students are 

currently working at prívate institutions mainly in logistics, commerce management, 

and international trade. Moreover, she commented that 95% of the participants in 

that study believe that having 80% of English proficiency is fundamental in arder to 

be hired by companies in Costa Rica . 
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The coordinator also gave her definition of what a bachelor student in this 

majar is. She explained that a bachelor student of the Customs and Trade 

Administration majar is a professional who can work for both national organizations 

and prívate companies and is able to assume technical responsibilities in customs 

operations, in foreign trade and logistic processes for import and export of services 

and goods. Additionally, professionals in this field need to speak a second 

language, show humanistic and ethical values, skills in communication , 

negotiation , research, and teamwork. They need to speak in English at sorne 

scenarios like commercial fairs or at events that the Ministry of Foreign Trade 

(COMEX) and Costa Rican lnvestment Promotion Agency (CINDE) organize in 

Costa Rica in arder to advise foreign companies . Other skills are related to 

customer service and market research study which require English skills (S. Wong, 

personal communication , March13, 2016) . 

lnterest of Primary Stakeholder and Commonalities from Experts 

Both the stakeholder and experts interviewed in this project agreed the 

following related to professionals and the field of expertise: 

• Jobs : Positions include customs assistants, traffic officers, freight consolidators 

or forwarders in charge of shipping advisors , customs administrators, 

pedimentators-who are the agents in charge of authorizing delivery of 

merchandise and controlling taxes , fiscal customs police, customs inspectors, 

shippers , trade agreement advisors , "aforadores" or customs technicians who 

represent the first step for merchandise to leave or entera country. Every ítem 

needs to be approved by this type of professional. 



• Workglaces: Common workplaces in Costa Rica include ports, airports, 

borders, franchises, warehouses global delivery service companies, harbors, 

tax warehouses, freelance services at home, customs agencies, shipping 

companies, fiscal police, institutions such as the Ministry of Foreign Trade 

(COMEX), Foreign Trade Promotion Agency (PROCOMER) and the 

Directorate-General of Customs (DGA) 

• Job market: Professionals might have the opportunity to work in the field of 

international trade, airports, and borders 

• Natives: Professionals face several scenarios with native speakers like 

customers, service suppliers, and international companies personnel like 

foreign managers 

10 

• Documents: Professionals need to read and interpret texts, Free Trade 

Agreements (FTA), bilis like Bilis of Lading (Bls) which is the contract with the 

shipping agency, commercial invoices, packing lists, lnternational Commercial 

Terms (lncoterms), certificates of origin, and sale contracts, among others. 

• Tasks: Professionals need to read and write e-mails, fill out customs 

documents, talk to customers and read news and articles to keep updated in 

the field, as tasks to be performed in English 

• English: Professionals require English to get a good job position 

Finally, future stakeholders and employers have specific expectations from a 

CAIT professional. Their profile is high standard. They need to show specific 

characteristics like being proactive, speaking English and a third foreign language, 

developing good communication skills, being ethical and efficient about customs 
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legislation, knowing computer systems like TICA, DELTA, DELIMP, DELEXP, 

SADAF, showing technical abilities, dealing with standard graphic communication, 

offering solutions to export and import issues, working with statistics about taxes, 

understanding phytosanitary and zoo-sanitary measurements, and having 

knowledge about occupational health operative plans and knowing how to put them 

into practice at their workplaces, among other profile traits. 

Group Profile 

The present section encompasses data collected through the questionnaire 

(see Appendix C) and follow up-interview (see Appendix B). Ali the information 

presented was analyzed and displayed based on commonalities from the 

participants. The findings shown in the section were vital since they helped to 

organize particular characteristics of the group together with the purpose of making 

decisions to design the course syllabus. 

General information of the participants as well as positions at work; 

description of their needs, wants, and lacks; and the description of their experience 

with language will be presented. The researchers present Group Profile 1 (see 

Appendix E) to summarize the general findings concerning the participants. 

General information about the group 

The target group selected was a sample of 20 students from the major of 

Customs Administration and lnternational Trade whose ages ranged from 19 to 32 

years old. Regarding their English educational background, most of the participants 

have studied English in university courses and public high schools. The focus 

participants preferred for the ESP course was English for Occupational Purposes 
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(EOP). 17 participants preferred to take a course focused on their potential 

occupational needs instead of their academic needs. In addition, the participants 

reported that they felt considerably interested in and committed to the course, their 

own perception of the leve! ranged from low to high intermediate, and most of them 

were sophomore students. 

Variety of positions at work 

Regarding positions the participants have at work, it is important to mention 

that eight participants worked in a job related to their field of expertise and four of 

them did it in the logistics area as advisors, assistants, and analysts. The other four 

participants reported that they worked as assistants at the Department of 

lnternational Relations in an international company, administration assistants, fraud 

prevention representatives, and economic and commercial interns. 

Description of the needs 

The needs analysis revealed a number of work-related tasks and documents 

in which the participants need English to perform appropriately in written and/or 

oral form. as well as the English skills the participants need the most in their area 

of expertise. 

Tasks (CAIT) professionals do in English. 

As Customs Administration and lnternational Trade (CAIT) professionals 

have a variety of positions at work, the job-related tasks they perform representa 

broad umbrella as well. The participants stated that the most important tasks CAIT 

professionals do in English at their work fields encompass three English skills: 
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A. Wríting 

CAIT professionals have to send e-mails to customers and/or stakeholders, 

write reports , quotations, and contracts; as well as translate international 

agreements and/or posts from English to Spanish or vice versa. 90% of the 

participants stated that writing e-mails was more frequent than writing reports and 

55% of the participants said that writing e-mails was more necessary than writing 

reports. Moreover, CAIT professionals have to fill out customs documents based 

on bilis and give instructions to customers, colleagues , and shipping companies in 

written form. 

B. Speakíng 

CAIT professionals sometimes have to interact with other colleagues, 

associates, partners, suppliers, or customers to provide professional advice, salve 

problems, report import and export arrangements, explain customs procedures, 

participate in tutorials, meetings and job interviews and give instructions orally in 

countries where English is the lingua franca or in the country if the aforementioned 

people are English speakers. CAIT professionals frequently perform trading and/or 

logistics processes via telephone, video chat, or faceto face in English . In fact, the 

students stated that interaction with English speakers far business reasons is very 

frequent. 

C. Reading 

CAIT professionals have to read and interpret documents about their area of 

expertise and do research and consultation about legislation, decrees, and Free 

Trade Agreements (FTA) to make wise decisions regarding specific issues at work. 
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Additionally, professionals in the area usually have to read particular specifications 

of products or tariff classification of goods with information in English. 

Tasks (CAIT) professiona/s can do better if they improve English 

With respect to the tasks CAIT professionals could do better if they 

improved English, the researchers considered that oral interaction with English 

speakers was the most relevant one. Most of the participants stated that speaking 

is not only the most difficult English skill, but also the most frequent; consequently, 

if they improve their speaking skills in English, they will be able to communicate 

better with stakeholders. Furthermore, the participants identified writing as a very 

frequent and difficult way to communicate with stakeholders in English. The most 

relevant oral and written tasks include oral interaction via telephone, video chat or 

faceto face, and e-mail communication with the purpose of problem solving with 

customers, colleagues and/or suppliers, offering advice to customers or colleagues 

regarding customs or trade procedures, and reporting import and export 

arrangements or transactions to importers, exporters, and suppliers. 

Documents CAIT professionals need to work with 

CAIT professionals usually have to read and interpret documents in English 

related to import and export of goods. These documents may include commercial 

invoices. Bilis of Lading (Bls), packing lists, certificates of origin, sale contracts , 

technical specifications, cargo manifests, orders, and customs clearance. 

Moreover, texts concerning Free Trade Agreements (FTA), commercial tapies, 

foreign customs legislations, international treaties, law, procedures, codes, 

regulations, protocols, foreign trade policies, the flight guide, guidelines, and 

international standards from the World Trade Organization (WTO) and the World 



Customs Organization (WCO) are also of frequent use. In like manner, 

professionals in their area of expertise sometimes visit websites of certain traders 

to read information about foreign companies , and websites of important and 

international news about foreign trade and statistics in English to be updated. 
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Documents CAIT professionals usually have to read and/or write in English 

include e-mails , letters, reports , quotations, amendments, and shipping letters. 

Furthermore, professionals in customs and international trade expertise have to fill 

out certificates of origin and sale contracts in English. 

English ski/Is (CAIT) professionals need 

Concerning the English skills CAIT professionals use the most at work, ten 

participants surveyed , indicated that speaking is the English skill CAIT 

professionals use the most at work and six participants maintained that writing is 

the English skill these professionals use the most at work. On the other hand, three 

participants advocated for reading , while only one of the participants stated that 

listening is the English skill CAIT professionals use the most at work. 

Speaking was the English skill the participants considered the most 

important in their area of expertise since CAIT professionals have to communicate 

with English speakers very often to make deals and/or salve problems regarding 

logistics processes, or carry out tasks related to their field, for example. In fact, 

70% of the participants, stated that CAIT professionals interact with English 

speakers daily. This means that verbal communication is very frequent at the 

workplace; however, the way CAIT professionals interact with English speakers 

varies . For instance, most of the participants considered telephone calls and video 

chats are more frequent than face-to-face interactions for CAIT professionals in 
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their work field. This may be a reason to justify why 95% of the participants 

indicated that based on the demands of their majar, speaking was the language 

skill they were more interested in learning. On the other hand, the participants 

stated that reading FTAs in arder to handle regulations and legislations was crucial 

for the target population and that writing to customers or colleagues to offer advice 

or problem-solve was essential. In brief, it can be interpreted that speaking, writing, 

and reading were key skills to develop in the course having as a base a long list of 

work-related tasks participants provided and a dense bank of documents they 

needed to work with. 

Description of the wants 

The participants expressed their interest in certain tapies, skills, and 

teaching-learning preferences they wanted to address in English with the purpose 

of focusing the activities to be designed in the course. 

Tapies 

Figure 1 revea Is to pies the participants were interested in add ressing d uring 

the course. The tapie that the participants considered the most relevant was 

international trade negotiations. Moreover, the participants said that learning 

vocabulary related to customs documents was essential. 
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• lnternational trade negotiations • Customs docu ments 

lnternational logistics • Customs legislation 

ii;. Customs classification of goods • lncoterms 

• E-commerce • Tariff classification 

Figure 1. Tapies the participants wanted to be addressed during the course 

Skil/s 

The participants indicated their interest regarding the skills they wanted to 

address based on the demands of their majar. Whereas 19 participants indicated 

that speaking was the English skill they were most interested in learning in the 

course since it was essential far their majar, only one participant selected writing 

as the English skills to be addressed. 

In addition to the speaking skill , the participants wanted to address technical 

vocabulary in context to be used in oral and written form . They also stated that they 

wanted to learn grammar structures and the use of connectors to understand , 

write, and speak appropriately as well as techniques to improve oral 

communication . 

Language learning preferences 

Regarding language learning preferences, most of the participants chose 

dialogues and reading and writing texts as the activities they liked the most. Sorne 
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of the participants indicated that games were their favorite activities. However, a 

few of the participants chose filling-in exercises, group discussions, dramatizations, 

interviews, and presentations as their favorite activities. 

Concerning classwork, most of the participants indicated that working 

individually was the way they would like to work. Many of the participants stated 

that working in pairs or working in small groups was the way they would enjoy 

working. Nevertheless, a few of the participants said that working in large groups 

was their favorite way to work in class. lt can be inferred then that dialogues and 

games in pairs or small groups will be activities the teachers will design for the 

target population. Furthermore , reading and writing texts will be activities the 

students will do individually in the course. Overall, it is important to mention that the 

topics, skills, and teaching-learning preferences suggested by the participants were 

taken into account when designing the course syllabus; nevertheless, wants were 

confronted with needs when important decisions regarding the course syllabus 

were made. 

Description of the lacks 

The lacks identified in the group of participants consisted of difficulty related 

to specific abilities for speaking, writing, and reading specified below. The findings 

were used with the purpose of helping the participants improve the identified lacks 

through tasks and strategies that were designed in the course syllabus. 

Perceived problems and difficulties when using Eng/ish 

Based on the questionnaire (see Appendix C), difficulties with English 

comprehension and production were perceived by the researchers. The 

participants state the English skills they considered the most difficult for them and 



Table 1 shows the perceived problems and difficulties when using three English 

macro skills. 

A Speaking 
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Regarding the speaking skill , 13 participants indicated that speaking was the 

most difficult English skill for them . In fact, most of the participants stated that they 

felt nervous when speaking in front of a class. The participants reported problems 

concerning participating in English conversations about tapies related to their majar 

and pronouncing vocabulary. Nevertheless, the main difficulty for the participants 

concerned taking part in conversations ; specifically sixteen participants stated that 

they had difficulty speaking in English about their area of expertise. lt can be 

inferred that lack of vocabulary might be a weakness for the participants since they 

cannot participate in conversations about tapies related to their area of expertise 

effectively; consequently, they might not feel confident to speak. For this reason , 

simulations regarding frequent situations CAIT professionals face at the work fields 

every day will be planned . 

B. Reading 

Concerning the reading skill , only one participant stated that reading was the 

most difficult English skill . Most of them reported not having much difficulty with 

reading. However, six participants stated that they had many problems when 

guessing meaning of unknown words from context. Thus, Free Trade Agreements 

(FTAs) will be used in class along with appropriate reading strategies to help 

students overcome the aforementioned difficulty. 
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C. Writing 

With respect to the writing skill, six participants indicated that writing was the 

most difficult English skill for them. For instance, nine participants stated that they 

had difficulty to structure sentences in English related to their majar in written form 

and to use English punctuation correctly. Hence, these two lacks will be addressed 

when teaching e-mail writing. 

Overall, the results confirm that speaking was the skill that needs more 

emphasis in the course, followed by writing and then reading. As can be seen, the 

results revealed that English production was the main weakness in the target 

population. 
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Table 1 

Participants ' perceived problems and difficulties when using English 

Perceived problems and difficulties when using English Number of 

participants 

Speaking 

Participating in English conversations about topics related to their 

maJor 

Correctly pronouncing words in English about topics related to their 

major 

Reading 

Guessing the meaning of unknown words in English from context 

Reading in English without frequently having to use the dictionary 

ldentifying the main idea in an English text related to their major 

ldentifying specific information in an English text related to their 

major 

Writing 

16 

11 

6 

4 

2 

2 

Structuring sentences in English related to their major in written form 9 

Using English punctuation correctly 9 

Writing words related to their major with correct spelling 4 

n=20 



Description of the experience with English 

In regard to previous exposure to the language, Table 2 shows that the 

participants' main exposure to English has been through university courses and 

public high school. However, two participants added INA courses and self­

instruction as other options . 

Table 2 

Participants · main exposure to English 

Main exposure to English 

University course 

Public high school 

Private high school 

Language institute 

Another: INA courses and self-instruction 

Contact with English native speakers 

Private lessons 

Abro ad 

n=20 

Number of participants 

6 

5 

3 

3 

2 

1 

o 

o 

Regarding major exposure to the target language, Figure 2 illustrates that 

the maximum time severa! of the participants have been exposed to English has 

been for less than a year, a year, or five or more years. 
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• Less than ayear • 1 year · 2 years • 3 years ¡¡ 4 years 5 or more years 

Figure 2. Participants' majar exposure to English 

n=20 

Commonalities 
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Several commonalities were determined when comparing data obtained 

from the participants, experts and the stakeholder regarding the work-related tasks , 

customs documents, and tapies professionals in the field relate to or would 

eventually face in a future job using English . The most important commonalities 

were following : 

• Work-related tasks such as filling out customs documents, writing e­

mails and reports, talking to customers, carrying out logistics 

processes such as problem-solving or arranging deliveries and/or 

transactions. 

• Customs documents such as commercial invoices, packing lists, bilis 

of lading , certificates of origin, sale contracts, and Free Trade 

Agreements. 



• Tapies such as international logistics, international trade 

negotiations, lncoterms, customs regulations, end e-commerce. 

Diagnostic Test 
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The present section focuses on two areas. Firstly, it analyses aspects 

concerning a) the test construction and its administration, b) the macro and micro 

skills taking into consideration for the diagnostic test, e) the types of parameters 

used for assessing reading and listening, and d) the types of rubrics used for 

assessing speaking and writing in arder to present the rationale behind the test 

regarding the assessment principies. Secondly, it displays and analyses the results 

of the test in arder to accurately identify the students' proficiency levels, strengths, 

and weaknesses per macro skill, as a group with the purpose of a) determining the 

needs and lacks the students had in specific English skills and b) making decisions 

regarding the design of course syllabus. 

The diagnostic test (see Appendix O) was carefully designed in arder to 

meet the assessment principies of reliability and validity. The tasks were 

considered reliable because a) they were timed depending on the type of task and 

skill, b) the test was suitable for intermediate learners because the total amount of 

points and the length of texts were fair, e) the researchers avoided ambiguity in the 

instructions, and d) the tasks seemed to be very consistent in the sense that, as a 

diagnostic test it could be administered to the same participants in two different 

occasions, rendering similar results. On the other hand, the principie of validity was 

met because a) each section was elaborated according to specific objectives, b) 

the level of difficulty was appropriate for intermediate learners based on the 



Common European Framework of Reference (CEFR) , and e) the tasks helped 

make appropriate, meaningful and useful inferences regarding the participants' 

performance since they measured what the researchers intended to measure, 

using appropriate constructs (See Appendix F) , in an ESP context (Brown, 2004) . 
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The decision of the points assigned to each section was based on the 

importance the researchers considered each English skill has far the target 

population , being writing and speaking the most important English skills to be taken 

into account to design the course. 

The diagnostic test was administered by the two facilitators at the School of 

Public Administration in three different sessions during the third week of April , 

2016. The time allotted far the test was 60 minutes. The arder of the administration 

for each section was reading , writing , listening , and speaking . The decision far that 

arder was to avoid repeating the listening section in case the participants arrived 

late. The speaking section was left at the end not only because of time constraints, 

but also because this production skill was more challenging since the participants 

needed to express their ideas in real time. 

Test Construction and Administration 

Reading 

The text selected and the task elaborated to assess reading corresponded 

to the leve! of lndependent User taking into account the CEFR. According to 

Council of Europe (2001) students in this level can "understand texts that consist 

mainly of high frequency every day or job related language" (p. 26) , and the text 

offered the possibility far intermediate students to carry out the task of reading and 
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solving a short answer item which reflected accurate understanding of a text. The 

item used to assess in the reading section appeared with the format of short 

answer which included 7 comprehension questions focusing on main and specific 

ideas. The participants were expected to provide the most complete answers they 

could . In this way, the researchers identified accurate details the learners extracted 

from the article. The responses represented explicitas well as implicit data. In 

addition, the researchers considered the cognitive processes readers experience 

when decoding a text. In arder to grasp the most important ideas in the text, top­

down processing was included for identifying specific arguments the author wrote . 

Similarly, the bottom-up processing was included in arder to answer the short 

answer questions, which required specific details and understanding meaning out 

of complete sentences (Nuttall, 1982, p. 17). The objective for the reading part 

expected the participants to able to a) effectively explain specific facts from a text 

by providing correct answers and , b) appropriately infer implicit data from the text 

by showing vocabulary like antonyms and synonyms in their answers. 

The participants read the text under the tittle "Why a Big Slump in South 

Korea's Exports Matters?" in arder to salve the short-answer task. The time allotted 

for the reading section was 20 minutes. lt included the time for reading the 

instructions, the text and answering the comprehension questions . The text was 

taken from The Economist 2015, September 1 stand adapted to make it suitable for 

an intermediate level. However, it kept important elements of authenticity, for 

example it was addressed to readers in the fields of economy, administration , 

politics , and people involved in customs and international trade. 
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Writing 

The text chosen and task designed matched the lndependent User level 

based on the CEFR. According to the Council of Europe (2001 ), students in this 

level can "write simple connected texts on tapies which are familiar or of personal 

interest" (p. 26). Also, in this level students can "write personal letters describing 

experiences and impressions" (p. 26). The writing task consisted of writing a cover 

letter based on job announcement related to the position of an lmport Assistant/ 

Officer advertised on jobstreet.com. The tasks was considered fair since it was 

doable for an intermediate level learner. The task was intended to measure writing 

skills and basic vocabulary knowledge regarding their area of expertise. The 

researchers decided to use the text because it was a real job announcement and it 

was relevant for the population because it was related to frequent things they do 

when they look for a position. Writing a cover letter is a very frequent requirement 

when presenting a résumé. The carrier content was accurate as well because it led 

the participants to use the real content appropriately. The vocabulary represented 

a reference for them to express the intention to get a job, personality traits and 

experience when writing the letter. Sorne words related to the field were Bureau of 

Customs Procedures, Junior Executive, lmport Assistantl Officer. The objective for 

the writing section required the participants to be able to appropriately describe 

their experience, job-related tasks they usually did, the knowledge they possessed, 

and their personality attributes by completing the cover letter. 

For the writing section, the researchers allotted 20 minutes for reading the 

instructions, the job announcement, and completing the cover letter. The 

participants had to imagine they were experienced professionals in the field of 



Customs Administration and lnternational Trade and write their qualifications for 

getting the job position offered. 

Listening 

In regard to the CEFR tables defining student level, the researchers 

determined that the video selected reflected a task that matched the lndependent 
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U ser according to Council of Europe (2001) since it contained a conte:xt in which 

the listener has to "understand the main ideas of complex text on both concrete 

and abstract tapies, including technical discussions in his/her field of specialisation" 

(p .5). The first item selected to show understanding of the listening text was a 

multiple choice type and the other item was a short-answer exercise to determine 

more specific details regarding facts and giving reasons in sorne cases when the 

students answered completely. The principie to organize this part in such 

sequence corresponded to the facility ordering since the researchers believed the 

participants would have gained more points by identifying the right answer in the 

block of multiple choice in contrast to writing a complete answer. The objectives for 

the listening part required the participants to be able to a) effectively locate main 

ideas from the listening text by choosing the correct answers b) appropriately 

report specific details from the listening text by expressing correct answers. 

The video used was a 3-minute authentic news report about an 

announcement made by Cuban government officials concerning an increase in 

import duties for individuals bringing goods into the USA. The report contained 

information concerning the tapie of exports and imports. The participants had the 

opportunity to watch the video four times because of the two types of item formats 

included in the section. The video was presented after they had already completed 



the reading and writing section. Hereafter, everyone had the same time to finish 

each task. The time allotted far the section was 15 minutes. The text used in the 

listening task provided basic technical vocabulary that would let the participants 

understand the tapie behind the video . Sorne examples of words were the 

fallowing : import duties, rate import tax, tax /aws, and imported goods, among 

others. 

Speaking 
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The speaking task, which corresponded toan interview (see Appendix O) , 

was intended far an lndependent User level , based on the CEFR. According to the 

Council of Europe (2001) , students in this level can "enter unprepared into 

conversation on tapies that are familiar , of personal interest or pertinent to 

everyday life" such as work (p. 26). The type of task item farmat was chosen since 

O 'Malley &Valdez Pierce (1996) recommended itas a practica! assessment option 

because it does not require preparation on the part of the students. The questions 

were appropriate taking into account the different language proficiency and 

developmental levels of the students: hence, the level of difficulty increased 

progressively (O 'Malley &Valdez Pierce, 1996, p.78) . Moreover, it was the first 

step to approach to the participants and monitor certain aspects related to 

pronunciation, grammar, and fluency, far example . The language present in the 

questions was simple and very appropriate far their area of expertise. Therefare, it 

was very useful and meaningful language far the participants. The objectives far 

the speaking section required the participants to be able to a) appropriately 

describe their strengths and weaknesses related to English comprehension and 

production in an interview by using appropriate structures, vocabulary and register 
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and b) appropriately provide basic information related to their area of expertise by 

using appropriate structures, vocabulary and register. 

The speaking task consisted of an individual interview that lasted 5 to 1 O 

minutes. The participants were asked from five to eight questions regarding 

personal information, possible difficulties they had with English comprehension and 

English production, and work-related tasks professionals in their area usually do. 

Macro and micro skills 

The micro-skills taking into consideration in the diagnostic test are cited in 

Table 3 and they were briefly adapted from Brown (2001) and Council of Europe 

(2001 ). The Common European Framework of Reference (CEFR) guidelines were 

used because they provide clear, detailed descriptions of the tasks a learner can or 

cannot perform (Brown, 2004). 

Table 3 

Macro and micro ski/Is for the diagnostic test 

Macro 

skills 

Listening 

Micro skills 

• Retain chunks of language of different lengths in short­

term memory. 

• Process speech at different rates of delivery. 

• Recognize that a particular meaning may be expressed 

in different grammatical forms. 

• Recognize grammatical word classes, systems, 

patterns and rules. 

• lnfer situations, participants, goals using real-world 

knowledge. 

• lnfer links and connections between events, deduce 



Speaking 

causes and effects , and detect such relations as main 

ideas , supporting idea new information , given 

information generalization, and exemplification. 

• Distinguish between literal and implied meanings. 

• Developing listening strategies, such as detecting 

keywords, guessing the meaning of words from context, 

among others 

• Use facial, kinetic, body language and other non-verbal 

clues to decipher meanings . 

(Brown , 2001 , p. 256 ; Council of Europe, 2001 , pp . 8-1 O) 

• Produce chunks of language of different lengths . 

• Orally produce differences among the English 

phonemes and allophonic variants . 

• Produce English stress patterns, rhythm and intonation . 

• Use an adequate number of lexical units (words) in 

arder to accomplish pragmatic purposes . 

• Monitor their own oral production and use various 

strategic devices-pauses , fillers, self-corrections, 

backtracking-to en han ce the clarity of the message. 

• Use grammatical word classes (nouns, verbs, etc.), 

systems (e.g ., tense , agreement, pluralization), word 

arder, patterns, rules , and elliptical forms . 

• Express a particular meaning in different grammatical 

forms. 

• Use cohesive devices in spoken discourse. 

• Use appropriate registers , pragmatic conventions , and 

other sociolinguistic features in tace-to face 

conversations . 

• Use appropriate facial features, kinesics, body 

language, and other nonverbal cues along with verbal 
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Reading 

language to convey meanings. 

(Brown , 2001 , p. 272) 

• Read with a large degree of independence, adapting 

style and speed of reading to different texts and 

purposes. and using appropriate reference sources 

selectively. 

• ldentify the main conclusions in clearly signaled 

argumentative texts . 

• Recognize the rhetorical forms of written discourse 

according to form and purpose 

• Recognize core of words, and interpret word order 

patterns and their significance. 

• Recognize grammatical word classes , systems, 

patterns and rules. 

• Recognize that a particular meaning may be expressed 

in different grammatical forms . 

• lnfer context that is not explicit by using background 

knowledge. 

• lnfer links and connections between events, deduce 

causes and effects, and detect such relations as main 

ideas , supporting idea new information , given 

information generalization , and exemplification . 

• Develop reading strategies such as skimming, 

scanning, guessing words from context, and activating 

schemata for the interpretation of texts . 

(Brown, 2001 , p. 307: Council of Europe, 2001 , pp. 11-12) 
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Writing • Produce an acceptable core of words and use 

appropriate word order patterns. 

• Use acceptable grammatical systems (e.g ., tense, 

agreement pluralization) , patterns, and rules . 

• Use cohesive devices in written discourse. 

• Use the rhetorical forms and conventions of written 

discourse. 

• Appropriately accomplish the communicative function of 

written texts according to form and purpose. 

(Brown , 2001 , p. 343) 

Parameters to assess the macro skills of listening and reading 
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The receptive skills of reading and listening were assessed in the diagnostic 

test through specific scales (see Appendix G) which took into account several 

relevant micro-skills as well as the criteria referred to the Common European 

Framework for different purposes . Each descriptor included the corresponding 

specifications that every level should achieve. They ranged from beginner or basic 

user to advanced user. Nevertheless , the researchers tried to select their 

population by referring to the intermediate leve! as a starting point to select a 

homogeneous group , as much as possible for the course. 

Rubrics to assess the macro skills of speaking and writing 

The types of rubrics used for assessing writing (see Appendix H) and 

speaking (see Appendix 1) were analytic rubrics in order to provide more details 

regarding the participants ' performance as well as their strengths and weaknesses. 

O'Malley &Valdez Pierce (1996) defined analytic rubrics as the scales that 

"separate features of a composition into components that are each scored 
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separately" and provide teachers with important information for planning and giving 

feedback to students (p .144). The rubrics for assessing writing and speaking were 

designed based on the lndependent User level according to the Common 

European Framework (Council of Europe , 2001 ). The descriptors for each 

component in both rubrics were well balanced in order to a) avoid overlapping 

across components and b) add accurate frequency for each criterion . The criteria 

of both rubrics ranged from emerging to proficient in order to determine 

appropriately if the participants met the standards within an intermediate 

proficiency level , being the independent críterion the one requíred to meet 

standard . By independent the researchers expected a participant who was able to 

communicate, either written or orally, wíth mostly correct and fluent grammar 

structures, vocabulary usage, and pronuncíatíon. Overall, both rubrics used correct 

constructs of what the skill was since ít was designed based on accurate and 

straightforward components, criteria, descriptors and micro-skills . lt is important to 

mention that the same rubrics were used during the practicum to assess the written 

and oral exams. 

Analysis of the Results 

The purpose of the diagnostic test (see Appendix O) was to assess the tour 

English skills . Figure 3 shows the overall proficiency levels for the twenty 

participants. As shown in the figure, the majority of the participants belonged to the 

lntermediate proficiency level. The aforementioned data implies that most of the 

decisions regardíng planning of activities and materials will be based on this 

proficiency level. The facilitators planned techniques to help High beginner 



participants to cope with the goals and objectives . Detailed information of 

proficiency levels as well as strengths and challenges as a group is in Group 

Profile 2 (see Appendix J) . 

Overall Proficiency Levels 

lnconsistent l 

Advanced 1 O 

High-intermediate 2 

lntermediate •••••••••• 8 
Low-intermediate 6 

High-beginner 3 

Beginner f O 

o 2 4 6 8 

• Participants 

Figure 3. Overall participants' proficiency levels 
n=20 

Listening 

10 12 14 16 18 

Although the results from the test in the listening section were relevant, 
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20 

listening was not the emphasis of the course , neither in course units nor in tasks: it 

was implicit as part of the lessons . For instance , participants were listening to 

classmates , to the facilitators orto any activity which required practicing the skill . 

Most of the participants were defined as intermediate. In fact , nine participants 

were classified as intermediate, five were high intermediate, five were /ow 

intermediate as well , and one participant was advanced. None of the participants 

was a beginner ora high beginner. lt was evident that most of the participants 

could understand announcements and messages on concrete and abstract topics 



36 

spoken in standard dialect at normal speed, while their main difficulty was related 

to processing information at different rates of delivery; it was noticeable especially 

when sorne answers were left incomplete at the short-answer section of the 

listening text. 

Speaking 

The results of the speaking section present the main proficiency levels, 

strengths and challenges for the section. Most of the participants belonged to 

lntermediate, Low-intermediate and High-beginner levels, six participants for each 

proficiency level. This implies that the focus of the speaking part was appropriate 

for the three levels and that strategies or techniques were planned to help high­

beginners reach the objectives. 

The main strengths in the speaking section included aspects regarding 

fluency and public speaking skills, where 12 participants had a continuous speech 

with natural ora few pauses and 11 participants usually communicated with a clear 

tone of voice and appropriate body language. However, main challenges were 

found concerning vocabulary, grammar and pronunciation. 15 participants had 

difficulties regarding word choice, 14 participants had difficulties regarding 

grammar, specifically verb tenses, and 13 participants had difficulties related 

pronunciation, especially English phonemic sounds. This implies that the emphasis 

of the speaking activities were technical vocabulary, grammar, especially correct 

use of verb tenses, and aspects regarding pronunciation. 
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Reading 

The results of the reading section determined the participants ' main needs 

as well as their proficiency levels for the reading macro skill. Most of the 

participants were categorized as high intermediate ; seven . Many participants were 

considered lntermediate ; five, and the other participants were low-intermediate, 

three , and high beginners, four . Only one participant was considered advanced. 

Most of them showed strength in the micro-skill of identifying the main conclusions 

in clearly signaled argumentative texts , while their main weakness was in terms of 

understanding in detail lengthy, complex texts. whether or not they related to his/ 

her own area of specialty. Therefore , the design of the tasks was intended for high 

intermediate level and empowering the learners to overcome their difficulties. 

Sorne activities in planning took into consideration the high beginners ' needs as 

well as their individualized attention through the provision of glossaríes and extra 

vocabulary. 

Writing 

The results of the writing section revealed the main proficiency levels as well 

as the strengths and challenges. Most of the participants were classified as 

lntermediate, 11 . Many students were considered Low intermediate , five, and the 

other students were High beginners, three, and High intermediate, one. There were 

no beginners or advanced participants. This means that the focus for planning 

actívities and materials was for intermediate level. Facilitators planned accordingly 

for high beginners, who represented the minority, through the supply of glossaries 



in the Free Trade Agreement (FTA) articles, and vocabulary such as e-mail 

phrases. 
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The main participants' strengths found in the writing section encompassed 

aspects regarding composing and sentence formation. 17 participants had good 

leve! of awareness regarding standard word and sentence arder, 13 participants 

focused on main ideas with good organization, 12 participants effectively used 

word choice and 11 participants had few errors concerning parts of speech or 

number. On the other hand, participants' main challenges in the writing section 

included aspects regarding mechanics, vocabulary, and composing. 12 participants 

had difficulties regarding punctuation, 11 participants had difficulties regarding 

spelling, ten participants lacked of technical vocabulary, and seven participants 

omitted the use of transitions. Minar challenges included grammar usage, where 

five participants had difficulties concerning verb tense and four participants had 

difficulties concerning prepositions after verbs. The aforementioned results imply 

that the emphasis of the course far the writing skill was punctuation, spelling 1 

technical vocabulary, and use of transitions atan intermediate leve!. 



Chapter 11: Syllabus Design 

This section describes the rationale behind the course syllabus. The 

student-friendly version of the syllabus is provided in Appendix K. A course 

description as well as the methodology, goals and objectives, and content will be 

presented. 

Course Description 
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English for Customs Administration and lnternational Trade Students is an 

English far Specific Purposes (ESP) course that has the aim of facilitating Customs 

Administration and lnternational Trade (CAIT) students at UCR the necessary tools 

in arder to enhance their English skills through a Task-Based Language Teaching 

(TBL T) approach atan intermediate leve!. 

The course will be taught by two facilitators and it will take place at the 

Economy Faculty at UCR. The course schedule will be Monday and Wednesday 

from 5 to 7 pm . The course will last 14 weeks with a total of 48 hours. The course 

will encompass three English skills, reading , writing, and speaking, which will be 

strengthened through carefully designed tasks, learning strategies, and materials. 

The course will include authentic material mainly as carrier content in arder to 

provide students with useful technical language, content. and real-world situations 

necessary far their occupational performance. Strategies in arder to appropriately 

integrate high beginners, who represent the minority, will be implemented in the 

class. 
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Course logo 

The lago resembles the most important factors involved when trading such 

as means of transportation, factories, and it gives a sense of movement. The world 

represents the dimension of imports and exports, while planes, ships, factories, 

warehouses, trucks and containers, the means to make trading possible. The 

market is perceived by the researchers not only as the setting to trade 

merchandise but also as the classroom where the students exchange or "trade" 

words, phrases, ideas, customs documents, e-mails, and conversations with the 

other students. 
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Course Goals and General Objectives 

Unit 1: Filling out customs documents 

The first unit will deal with themes concerning trade negotiations, 

lnternational Commercial Terms (lncoterms) , and bilis such as Bilis of Lading 

(Bls) , commercial invoices and packing lists with the purpose of filling out customs 

documents in English such as certificates of origin and sale contracts . The unit will 

focus on interpreting bilis for filling out customs documents with words or short and 

simple sentences. The unit will require six sessions. Filling out customs documents 

is a task process that every professional in the area of customs administration and 

international trade needs to know how to carry out. 

Goal 1: By the end of the unit, the students will be able to effectively fill out 

customs documents by using appropriate structures and vocabulary. 

General objectives: By the end of the unit, the students will be able to : 

1. properly interpret bilis and forms by examining their parts . 

2. appropriately fíll out forms by makíng use of bilis and lncoterms. 

Unit 2: Writing e-mails 

The second unit will deal with customs regulations or measures establíshed 

in Free Trade Agreements (FTA) with the aim of writíng e-mails to advise 

customers and colleagues . Even though the students will be required to read 

documents and texts , the unit focused on writing skills and ít wíll take nine 

sessions. Unit 2 will be given more sessions than Unit 1 because reading and 

writing takes more time. Moreover, aspects such as mechanics and grammar will 

be emphasízed and they will require practice. Because customs adminístration and 

international trade professionals have to reply to e-mails from English-speaking 



customers very often , and dueto the fact that e-mail writing is a real-life task that 

the students want to learn in the course, the researchers decided to choose this 

type of writing task. 

Goal 2: By the end of the unit, the students will be able to successfully write e­

mails based on Free Trade Agreements (FTA) to customers and colleagues from 

countries where English is the lingua franca by using appropriate structures, 

vocabulary, register, and standard writing conventions. 

General objectives: By the end of the unit the students will be able to: 

1. appropriately describe customs regulations to customers or colleagues by 

indicating the main measures to follow in agreements. 

2. appropriately describe customs regulations to customers or colleagues by 

explaining how the law works when applying the measures in different trade 

situations. 
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3. successfully explain customs regulations or procedures to advise customers when 

importing and exporting merchandise. 

Unit 3: Communicating with stakeholders to carry out customs and 

trade processes 

The third unit will deal with themes regard ing international logistics, 

customer service, trade negotiation , e-commerce and lncoterms with the purpose 

of communicating with stakeholders (customers, colleagues, and suppliers) far 

carrying out customs processes such as consulting, advising , organizing deliveries, 

making deals, and solving problems. The unit will focus on speaking skills and it 

will require twelve sessions. The speaking skill is considered by the experts and 



the students as the most important English skill of their area of expertise; hence, 

the researchers decided to assig n most of the sessions to this skill. 
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Goal 3: By the end of the unit, the students will be able to effectively exchange 

information about customs and trade negotiation with customers, colleagues, and 

suppliers via telephone, video chat or faceto face by using appropriate structures, 

vocabulary, register and communicative skills. 

General objectives: By the end of the unit, the students will be a ble to: 

1. appropriately explain customs regulations or procedures to advise customers when 

importing and exporting merchandise. 

2. successfully carry out import and export arrangements by negotiating logistics and 

transaction processes with customers and suppliers. 

3. successfully problem salve, with customers and suppliers, goods delivery 

inconveniences by asking for instructions to follow and offering solutions. 

Methodology 

Approach 

The course syllabus is based on the task-based learning approach. Every 

class is intended to follow the Task-Based lnstruction (TBI) cycle taking into 

account ali the steps and corresponding transitions. The approach is useful 

because the main task in every class is intended to reflect real-life scenarios, and 

the contextualized activities would empower the learners to become autonomous 

or independent. Real-life tasks are the most convenient and meaningful activities to 

develop in an ESP lesson, since the language and abilities students develop would 

eventually allow them real performance at their workplaces; thus they are able to 



develop job-related tasks and academic-related tasks. In the particular context of 

this syllabus, the students will perform tasks related to the field of customs 

administration and international trade. 

TBI Cycle Stages 
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The task-based instruction cycle has severa! phases which should be 

logically related, the transitions need to be smooth to lead the learners into a 

scaffolding process and the time allotted needs to be very well balanced. Once the 

objectives have been established, the first activity the students are exposed to is 

the warm-up, which consists of a short ice-breaker that sets the mood for the class. 

The next stages are the pre-tasks, which represent the most important source of 

input in the cycle. In fact, Ellis (2003) suggests specific options to operationalize 

the pre-task, for example, a) performing a similar task, b) paying attention to a 

model, c) engaging in non-task preparation activities and/or strategic planning 

(pp.245-246). As a matter of fact, the number of pre-tasks a plan might include 

depends on the teacher's decision and need to provide input. The role of input is 

fundamental in the TBI cycle because it becomes the main source for further 

phases of production. In fact, the concept of input explained by Krashen (as cited 

in Leaver and Willis, 2004) in previous approaches refers to comprehensible input 

or processed data asan important characteristic in arder to ensure acquisition . 

Following the cycle, the main task that represents a real-life scenario, is 

planned considering the productive skills of speaking and writing and three sub­

stages are taken into account. First, during the private stage students have time to 

perform the task , understand the instructions. and make decisions in their groups; 

second the planning stage is the specific moment to practice for further 
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presentation and third , every group or individual shares the final outcome with the 

group. Finally, the post-task stage is a fundamental period of time for both teachers 

and students to reflect about the class. determine if the objectives were achieved , 

analyze features related to language use, generate self-assessment or peer 

assessment, and assign homework. Feedback from any phase of the cycle may be 

provided during the post-task. 

Classroom dynamics 

The results from the questionnaire during earlier stages of the needs 

analysis showed that many students prefer to work either in pairs or small groups. 

For this reason , most of the tasks will emphasize this type of dynamics. Sorne 

students will work as leaders of the sub-groups in order to support others who 

need more help, the lower-level students will receive more individualized attention , 

the materials will be adapted to their needs, and severa! strategies will be included 

in the plan in order to strengthen their skills . Nevertheless, the higher-level 

students will also receive challenging variations of the tasks in the daily plans if 

necessary. 

Tasks and techniques and their rationale 

Filling out customs documents 

The tasks for unit 1 encompass low frequency vocabulary such as gross , 

marks, consignee, or shipper, address, and lnternational Commercial Terms 

(lncoterms), for instance (Ellis, 2003) . They require the learner to write short and 

simple sentences. The information type is static, as defined by Ellis (2003) which 

means the information requested is always the same. Most of the tasks involve a 

few elements and relationships, which means there are not changing events. Most 
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of the tasks involve a one-way interactant relationship, which means it does not 

require negotiation of meaning; however, to carry out the interpretation of bilis , the 

students wili need to negotiate meaning in oral form. Consequently, the tasks 

involve a dual task demand since the students have to interpret bilis to fili out 

forms . The tasks encompass cognitive operations involving a few steps such as 

analyzing and reasoning . The scope of the outcome is closed for interpreting the 

bilis as well as for filling out the customs documents which means it has one 

possible answer and the students will provide their answers based on the 

aforementioned documents. The discourse domain of the task outcome involves 

lists, descriptions, and classifications. Tasks cou Id be classified as information-gap 

tasks, considered the easiest (Eliis , 2003) . 

Writing e-mails 

The e-mail writing tasks include high and low frequency vocabulary with 

simple and complex sentence structure. The cognitive complexity of the tasks 

(Ellis , 2003) involves well-defined structures in sorne situations. The tasks are one­

way interactant relationship since the students have to write e-mails, but also the 

tasks involve dual task demand since the students have to use agreements in 

order to advise customers . Furthermore, the tasks involve reasoning , giving 

explanations, analyzing and clarifying . The scope of the outcome is open which 

means the tasks have different possible answers. The discourse domain of the 

task outcome involves narration. Tasks could be classified as reasoning-gap tasks, 

considered with intermediate complexity. Writing e-mails is a task the students 

considered essential in their area of expertise. 
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Exchanging information with stakeholders to carry out customs 

and trade processes 

The exchanging information tasks involve high as well as low frequency 

vocabulary with simple and complex sentence structure. The cognitive complexity 

of the tasks (Ellis , 2003) involves a dynamic and abstract information type with 

many elements and relationships since the students have to exchange information 

orally and the questions and answers may be unpredictable. The interactant 

relationship is two-way which requires the students to negotiate meaning and ask 

for clarification . The task demand is dual since the students have to ask questions, 

but also answer and react to questions . The discourse mode is dialogic since the 

students have to participate in conversations. The type of cognitive operations 

involves exchanging information as well as opinions, and reasoning which requires 

the students to use many steps such as inferring , deducing , predicting or analyzing 

during the performance . The scope of the outcome is open which means it has 

many possible answers and it makes it more difficult for the learner. The discourse 

domain of the tasks outcome involves instructions, arguments and solutions. Tasks 

could be classified as opinion-gap tasks , considered the most difficult. Speaking is 

the English skill the students stated they needed to reinforce the most ; 

consequently, conversations and simulations in pairs will be developed. 

Role of learners 

In the context of task-based learning classes, the purpose of goals, material 

elaboration , and use of strategies is to promote autonomous learners. They are the 

protagonists of the class . A student in TBI is an independent learner who uses all 

the resources provided in class to create meaning. A student-centered class has 
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specific characteristics. As an illustration, the students are empowered to create 

their own conversations like talking to stakeholders, writing their own ideas as in e­

mails, asking questions whenever they need it using communicative strategies, 

criticizing their own performance more specifically through the use of self­

assessment checklists, providing suggestions, working in teams or individually 

when it is requested and providing prior knowledge as a useful resource for the 

lesson. 

Role of teachers 

Different from traditional approaches and methodologies, the teachers in a 

task-based learning class have the role of facilitators of activities, material, 

strategies and language and they not have rigid control of the class as in previous 

methodologies, but their role is more democratic in the sense that students take an 

active role in making decisions to negotiate meaning. Moreover, the teacher is in 

charge of modelling the activities, offering students the opportunity to communicate 

and assessing language learning . The teacher becomes a guide in this particular 

approach, but ali the effort in class planning is directed to learners' independence. 

In order to promote learner-centeredness, the teacher needs to develop several 

abilities and a profile which corresponds to the following mentioned by Skehan et 

al. (1996) , for example, a) an ability to select and sequence tasks for 

supplementary activities, b) the competence to organize, appropriately, pre- and 

post-task activities, c) willingness to adapt task difficulty during the actual task 

phase , and d) sensitivity to individual differences and the capacity to adapt tasks to 

take account of differences in learner orientation (p. 22). Teachers in the ESP 

context need to be well informed about the field of expertise to be able to select 



appropriate authentic material in English, in this case related to the area of 

customs and trade. 
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The facilitators, far this course, will have specific duties during the class 

sessions. Both facilitators will take turns to either teach or assist the class . The 

teacher in charge of the class will be guiding the task-based learning cycle making 

sure that ali the instructions are clear far the students. Also , she will be working on 

smooth transitions and progressive scaffolding to avoid abrupt changes in the 

activities as well as timing the activities effectively. On the other hand , the assistant 

will be responsible far dealing with handing out material , troubleshooting regarding 

equipment, monitoring the students ' work to confirm progress, modelling 

conversations when necessary, insisting on the practice of useful language, 

recalling the guide teacher of the right use of time. Consequently, both roles will be 

fundamental during the practicum and, additionally, the leading teacher and the 

assistant should communicate with each other effectively to guarantee the 

successful completion of each daily plan . 

Assessment 

The evaluation established far the course far the customs administration and 

international trade students includes a balance between two types of assessment. 

The first category corresponds to the summative assessment type and the second 

category to the formal formative assessment type, more specifically reflected in 

alternative assessment techniques which are more authentic in the context of task­

based instruction. Summative assessment which intends to quantify students' 

learning and occurs at the end of a process in arder to verify the achievement of 
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goals (Brown , 2004) , will include three achievement tests at the end of each unit. 

Therefore , Unit 1 will be graded with a fifteen percent, Unit 2 with a fifteen percent. 

and Unit 3 will have a twenty percent assigned since the productive skill of 

speaking represents one of the most important sections in the syllabus. Formal 

formative assessment will evaluate the students in arder to promote the 

development of their abilities far an ongoing learning process (Brown , 2004) . lt will 

encompass formal formative graded assessment and formal formative non-graded 

assessment. Both will have an important role in the students ' progress during the 

course. Far the formal formative graded assessment, a portfolio, two projects, and 

attendance will be included . The portfolio , evaluated with a fifteen percent of the 

total grade, will collect handouts of in-class practice related to tasks , customs 

documents, specific reading activities, and the e-mails written in class . The 

students will be assigned homework in arder to practice the new technical 

vocabulary learned and correct the e-mails written in class. In this way, the 

students will reinforce spelling , punctuation and other writing constructs at the 

same time. The first individual out-of-class project will be a Guided Writing Sample 

and will representa fifteen percent of the whole percentage. The writing project will 

be graded by using an analytic rubric to avoid subjectivity. The second project will 

encompass a fifteen percent and the students will be assessed through an in-class 

simulation of real-life situations at work; far example, telephoning or talking to 

stakeholders , customers or suppliers to salve problems , advise, or arrange 

deliveries and/or transactions , among other possibilities. The students will spend 

around five minutes to represent the situations in pairs and they will prepare them 

out of class ahead of time. In this case, an analytic rubric will also determine 
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specific parameters to evaluate the constructs behind the task. The last component 

in the evaluation distribution will be the attendance, graded with a five percent, in 

order to determine the extent of the students' commitment and attitude towards the 

course. 

Finally, the formal formative non-graded assessment will include marginal 

comments on the written work made by the facilitators as well as peer assessment 

through peer assessment forms to assess the macro skills of writing and speaking. 

Informal non-graded assessment such as feedback concerning pronunciation or 

grammar will be given at the end or at the beginning of each lesson as well. 

Portfolio .. . ..... .. ....... ............. .. ... 15% 

Projects (2) ..... .. ..... ... ·-- ... ........ .. 30% (Guided writing 15%, simulation 15%) 

Achievement tests (3) ... ....... .. .. .... 50% (unit 1: 15%, unit 2: 15%, unit 3: 20%) 

Attendance ...... .. ........ ..... ... .. ...... . 5% 

Total ....................................... 100°/o 
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Chapter 111: Course Evaluation Report 

The current report presents the evaluation process carried out in the English 

for Occupational Purposes (EOP) course taught to Customs Administration and 

lnternational Trade (CAIT) students. Dueto the fact that evaluation of materials 

designed and used in English for Specific Purposes (ESP) and Task-Based 

Language Teaching (TBL T) contexts is of relevance for course designers, the 

evaluation of the aforementioned course focused on the role of the materials in the 

achievement of the course objectives . The evaluation process was an opportunity 

for the course designers to reflect upon excellence in course design , teaching 

planning , and materials development. 

The purpose of this evaluation was to determine the extent to which the 

materials helped the students to achieve the course objectives . The course 

evaluation report includes the most important strengths and weaknesses of the 

course in order to conclude whether or not the students' needs, wants , and lacks 

were satisfied and improve weak areas when possible during the course . The 

course evaluation report attempted to answer the following research question and 

sub-questions: 

To what extent do the materials used in the course help CAIT students achieve the 

objectives? 

a) Do the materials comply with ESP and TBL T principies? lf so, which 

principies are met? 

b) Is the input present in the materials relevant data for promoting the 

students' oral and written communication in the class? 

c) Do the student teachers use the materials effectively? 
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Review of the Literature 

The role of materials in English for Specific Purposes (ESP) courses is 

crucial for providing the content that language learners need for achieving 

meaningful communication in the class . Teaching materials need to be carefully 

designed, adapted , and assessed in arder to be successful. Moreover, materials 

should be authentic and varied if teachers want to provide the appropriate input for 

learners. 

The present literature review examines a series of themes concerning 

teaching materials and their use in ESP settings that are vital for the present 

research study. The themes will focus on seven broad areas: the use of authentic 

materials in ESP courses, materials development, materials evaluation, variety in 

materials, the adaptation of authentic materials , materials as a source of input, and 

materials as generators of meaningful communication in Task-Based Language 

Teaching (TBL T) . 

The Use of authentic materials in ESP courses 

The use of authentic materials is fundamental in arder to carry out tasks in 

ESP courses because it provides learners with the opportunity to practice grammar 

structures and vocabulary that they have to use in real -life scenarios. Vahid and 

Ambigapathy (2011) defined authentic texts as pieces of conveyed genuine oral or 

written information expressed by real people. Therefore, tasks assigned in class 

should be as genuine as possible . Teachers should have a clear purpose of what 

learners need , and the purpose should be as real as the material used. In this 

sense, source is equally important as purpose: in other words . the implementation 
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of authentic materials is as important as how teachers use them (Belcher, 2009; 

Dudley-Evans & St. John , 1998: Howard & Major, 2004). This implies that teachers 

should pay special attention to the way they use authentic texts when they develop 

tasks in particular contexts in ESP settings. 

The use of materials in ESP contexts involves the careful selection of tasks 

that correspond , as muchas possible , to the use they would have in real situations; 

otherwise, the teacher's effort would be worthless. In fact, Torregrosa and 

Sánchez-Reyes (2011) stated that ESP teachers need to connect the learning 

activities they use in class with real-world situations learners experience in 

everyday life; however, if authentic materials are not used for the contexts they 

were originally intended, their appropriateness may be called into question. Thus 

the context used in ESP tasks, especially in EOP, must be as similar as possible to 

the one learners have in their work fields . As Harding (2007) indicated , authentic 

materials that students use in the workplace should be exploited in class, and the 

tasks should be as authentic as the ones they carry out at work. In the light of 

these arguments, it can be implied that if teachers use relevant and useful 

authentic materials appropriately as learners use them in real life at work, the 

success of tasks is indisputable. 

Materials development 

Developing materials in ESP courses involves severa! factors. In fact, 

teachers should consider these factors before making su re that the materials they 

will use in ESP courses are related to learners' needs, the syllabus, context, and 

learners' proficiency level of difficulty. 
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Learners' needs are the most important aspects when developing materials 

for ESP courses. There should be a correspondence between learners' demands 

and the activities they carry out in class; therefore, learners' needs have to be 

reflected not only in the handouts and materials teachers design but also in the 

tasks. According to Kitao and Kitao (1997) , materials should be designed based on 

learners' needs and proper adaptations should be done if necessary. 

Consequently, an appropriate needs analysis is required befare materials 

development. 

Materials should meet the requirements of the proposed syllabus if teachers 

want to be successful in their design . Befare beginning the quest of possible texts 

or the design of handouts, teachers need to be familiar with the syllabus and its 

content. In fact, materials should be compatible with the syllabus in the sense that 

if the materials are not designed or targeted specifically for the particular situations 

in the students' field of expertise, they will be an obstacle instead of progression 

(Dubin & Olshtain , 1986: Tomlinson , 1998). lt implies a harmonious and constant 

relationship between the content and goals present in the syllabus and materials 

design in arder to create the appropriate tasks . In addition , Salís (2007) stated that 

the main purpose of designing materials is helping learners achieve goals. This 

means materials development should be closely related to the syllabus in arder to 

have goals clearly stated and help learners reach them. 

Learners' needs and the syllabus are fundamental in arder to create 

appropriate teaching materials ; however, context plays an important role not only 

for successful materials design , but also for motivating and productive tasks. In this 

fashion, Block (as cited in Howard & Majar, 2004) reported that a positive factor of 
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designing materials is that teachers may include particular aspects related to 

conte:xt or culture with specific structures and functions that specific learners need, 

different from what commercial te:xtbooks offer. In other words , teachers should 

take advantage of context in arder to exploit key technical vocabulary and 

structures by using real-life situations in their teaching materials. 

The last important factor for materials development is to select an 

appropriate leve! of difficulty. The leve! of difficulty of materials should be fair. 

Therefore, it is important to determine the learners' proficiency levels in advance in 

arder to adapt materials to the learners and not the learners to the materials. The 

leve! of difficulty of materials should be somewhat higher than learners' current 

proficiency levels (Ghani , 1995; Kitao & Kitao, 1997). This implies that if materials 

are very difficult for learners, they will have to wark hard in arder to carry out the 

tasks and learning may not be significant. On the other hand , if materials are very 

easy, they will finish tasks quickly and motivation may be lost. 

In addition to essential factors such as learners' needs, syllabus, conte:xt, 

and leve! of difficulty, there are other considerations that are relevant for designing 

teaching materials. Howard and Majar (2004) emphasized aspects that teachers 

should consider when designing English teaching materials. English teaching 

materials should a) stimulate interaction by providing situations where learners 

interact with classmates and stimulate real communication , language use, fluency, 

and confidence; b) encourage learners to develop learning skills and strategies by 

teaching them how to learn through evaluating themselves , identifying their own 

learning styles, and taking advantage of communication opportunities whenever 

possible; c) link to other materials in arder to develop skills and convey meaning by 
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providing well-organized and connected activities based on clear objectives that 

reinforce learners' knowledge; d) be appealing by showing an easy to follow, 

attractive and durable layout: and e) have appropriate and clear instructions based 

on learners' needs and proficiency levels. lmportant aspects to highlight from the 

aforementioned guidelines are that teaching materials should promote interaction, 

real communication 1 and motivation (Howard & Majar, 2004) . Well-designed 

teaching materials should lead to meaningful communication, and the useful 

language, vocabulary, and grammar structures teachers provide through the 

materials they use should help learners communicate meaningfully. 

Materials evaluation 

The main goal of materials evaluation is to confirm if materials designed for 

a specific course successfully suit the needs of students as well as those of 

teachers, course designers, and stakeholders. Materials designers have to take 

into consideration not only what they consider important for the course but also 

what students really need and stakeholders recommend. In this sense, Hutchinson 

and Waters (1987) pointed out that material designers should evaluate if materials 

match students' needs. Moreover, they suggest that the evaluation of materials 

used in a course , even if they are designed by the teachers or not, is necessary to 

improve certain aspects of the course as well as to provide new ideas or 

techniques. lssues related to the aims the materials have, the kind of texts inside 

the materials, the organization of the materials, the kinds of exercises or tasks 

included in the materials , the teaching-learning techniques that can be used with 

the materia Is , or the guidance that the materials provide are key aspects in arder to 



evaluate the teaching materials used in a course. In short, evaluation of materials 

may bring about successful results not only to learners but also to teachers 

because it is an opportunity to correct and redesign what is not working. 

Variety in materials 
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Variety is a key issue when designing materials for ESP courses; however, 

developing a variety of materials in ESP courses requires time and knowledge. 

Teachers need creativity and good knowledge of the area of expertise if they want 

students to remain interested and motivated in the lessons. In fact, Dubin and 

Olshtain (1986) stated that variety in materials and reading strategies should be 

present in every good course and that in arder to have variety in materials there 

should be variety in reading sources as well as in reading that interests students. In 

the same light, Harding (2007) suggested that learners need variety in materials 

and activities in arder to be motivated and keep track of the tasks. However, variety 

in materials implies the exercises teachers design as well as the texts they choose 

for the lessons. In like manner. Hutchinson and Waters (1987) stated that well­

designed materials should allow variety in arder to increase the possibilities of 

learning. This implies that repeated tasks may provoke demotivation in students 

and consequently possibilities of learning may be threatened. 

Authentic material adaptation 

Designing materials by adapting authentic texts for ESP learners is a long 

process. Firstly, materials designers have to be familiar with the field of expertise. 

Then they need a specific purpose in arder to look for the appropriate authentic 

texts which can be adapted as part of the materials designed. In fact, Osborne (as 



cited in Torregrosa & Sánchez-Reyes, 2011) clarified that a clear purpose when 

adapting materials is indispensable. Therefore, materials designers should not 

choose and adapt texts until they have a clear idea of what learners need and 
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want. Moreover, most of the tasks in an ESP lesson are based on text: therefore, 

the choice of authentic sources should suit the learners' level , interest and 

expectation in and out of the class . Since materials designers usually modify 

authentic sources, they need to select the piece of information they want to present 

in class thoroughly. This duty requires a lot of investigation of what is relevant and 

what is not. As a consequence of a careful decision of selecting appropriate 

sources, learners might feel more enthusiastic when they face a text they have 

read or worked with in other contexts , and if the tasks are challenging and 

meaningful , the learners can easily get involved in the activities . Asan illustration, 

Willis (1996) , in the context of Task-Based Language lnstruction , refers to the 

criteria for choosing the texts and designing material , and the same elements might 

be contemplated in an English for Specific Purposes (ESP) lesson. Accordingly , 

the author mentioned the following elements 

a) Exploitability which relates to choosing a piece of material that lends itself 

to classroom exploitation , i.e. toan engaging task, or series of tasks that will 

probably sustain students' interest overa length of time; b) lmpossibility to 

please every member of the class every time. However, an engaging task 

with the right degree of challenge will more than make up for a seemingly dull 

topic; c) Length/chunk ability about choosing a short piece, ora longer one 

that has pause points , i.e. can be split into sections with a task set on each ; 

d) Linguistic complexity to try choosing occasional items where the language 



itself seems difficult but the general message is predictable and the genre is 

familiar. A simple task can be set that can be successfully achieved without 

the need to understand every idea ; e) Copyright or Check if you are not 

breaking copyright laws by copying and using the material in class , or by 

storing it afterwards (Willis , 1996, p. 70) . 

Considering the previous principies, materials designers can select the 

sources, modify them and create their own materials suitable far their target 

population of learners . However, they should be careful in arder to maintain the 

authenticity of the information intact when adapting or making changes in a text. 

Materials as source of input 
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The goal of teaching a language is to foster communication through oral or 

written practice. In arder to communicate, learners need input which is defined by 

Didi-Ogren and Goebel (2008) as "the target language which is comprehensible to 

the student, appears in conte:xt, and carries meaning" (p. 440) . Therefore , the role 

of materials is fundamental in an ESP class as long as it contains appropriate and 

necessary language, vocabulary and content required in a specific field of 

expertise. 

The elaboration of materials and their corred use in any language class 

intend to provide learners with ali the information to be able to periorm in real-world 

situations. Asan illustration, sorne authors have confirmed the idea that language 

use is the most important goal in learning , and that this is possible through the 

input that is offered by the materials in the form of content and language, using the 

task itself as a means to communicate (Hutchinson and Waters , 1987) . This 
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implies that materials are essential sources of key vocabulary, grammar structures, 

and even pronunciation in arder to produce output. Moreover, materials should 

provide learners with all the necessary tools such as appropriate useful language 

in arder to help learners communicate effectively in the target language (Salís , 

2007) . In other words, well-developed materials help teachers create successful 

tasks and appropriate input. However, task success will depend on the use 

teachers give to materials. 

The design and implementation of suitable materials in an ESP class are 

necessary to provide learners with the information to practice the language of their 

field of expertise . Also , the input should be presented clearly and the materials 

need to be attractive in arder to catch the learners' attention . However, materials 

do not represent the only source of data in a class since students ' prior knowledge 

should be taken into account as a reference of information and learning . Asan 

illustration , the results of a study conducted by Park (2011) revealed that students 

could identify several aspects of input with no need of externa! stimulation . For 

instance, materials designers need to determine how useful their materials might 

be during their lessons or not; for this reason , their choices should be carefully 

thought. Sometimes, learners do not find a text oran activity interesting because 

the information is either too difficult or too easy for them. Therefore , teachers need 

to do research not only about the type of text suitable for their classes , but also 

about the level and familiarity learners have with a tapie in arder to make a balance 

between the type of materials and the students' knowledge. 

Authorities in the field of ESP confirm that the design of materials and the 

right selection of data have to suit learners ' needs. As a matter of fact, course 
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designers should elaborate materials appropriate for their students' leve! and those 

resources need to include varied input (Willis, 1996). Consequently, ESP teachers' 

responsibility must be to investigate the type of materials they need in each lesson 

plan that would be useful in a real situation, but they mainly need to examine the 

input or information necessary in their lessons. 

When designing lessons and materia Is in the contexts of Task-based 

instruction and ESP, instructors also need to consider the importance that the pre­

tasks have in a lesson plan. Most of the sources of knowledge are presented in this 

stage through reading texts, listening texts, visual aids, or even the instructor as a 

vehicle of content and language learning. For that reason, texts must be thoroughly 

studied, consulted or analyzed since the success of the main task depends on the 

correct development of this stage of the TBI cycle. For example, a good decision to 

present the input is to recognize the type of text. Actually, the more materials 

designers understand the way a text is organized, the better they can elaborate 

their own materials (Willis, 1996). In other words, if teachers develop the ability to 

identify the various types of texts in a specific field of expertise, they will probably 

be successful material writers no matter how challenging a specific document or 

population would be since they will learn what kind of input is common in the field 

and how to present it in their classes. 

The purpose of designing materials for an ESP class needs to be clearly 

defined, and the input present in materials should be focused on meaning rather 

than form if teachers want to promote meaningful communication in their classes. lf 

more carrier content or technical vocabulary is included in the implementation of 



materials as the main input in the ESP context, the development of a lesson or 

program will most probably become successful. 

Materials as generators of meaningful communication 
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In the context of Task-Based Language Teaching (TBL T) and English for 

Specific Purposes (ESP) programs, the reason for teachers to create their own 

materials is to generate the means for task development which needs to be 

meaningful, motivating, and achievable, and above ali else, it should foster real 

communication in and outside the class setting. Severa! authors refer to the 

concept of task. Asan illustration , Skehan (as cited in Branden , 2006) has given 

one of the possible definitions. He referred to this main element of TBL Tas "an 

activity in which meaning is primary, there is sorne communication problem to 

salve, there is sorne sort of relationship to comparable real world activities, task 

completion has sorne priority, and the assessment of the task is in terms of 

outcome" (p. 8) . No matter the field of expertise, the task in an ESP class should 

always reflect an opportunity for learners to perform and represent a real scenario 

or salve a real working or academic need. 

In regard to the intention of promoting meaningful communication through 

the use of creative and original materials , teachers ought to reflect upan the use 

learners give to the language presented in their materials. The information behind 

the texts, visual stimuli, exercises, and other resources have to suit the learner's 

needs and/or wants and for example, the language selected in a text needs to be 

significant in relation to the learner's knowledge and further usage. Most 

compelling evidence is revealed by severa! authors who state that the intention of 
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implementing materials is not only to teach language but also to promote students 

to reflect about their own learning process (Dudley-Evans and St. John, 1998). In 

short, materials elaboration should actívate learners' prior knowledge and trigger 

their inner drive to use the language in real- life situations. 

In addition to promoting meaningful communication, the appropriate 

elaboration of materials plays a fundamental role in all the steps of a lesson plan 

especially in the context of ESP and TBL T, since most tasks, activities and 

exercises designed by ESP practitioners differ from general English programs 

where most of the activities have been created in textbooks. As a matter of fact, 

Willis (1998) has recommended teachers to implement, in all the stages in the 

cycle, materials that offer students the opportunity to negotiate meaning in order to 

achieve their course goals. 

The design, selection, adaptation 1 development and evaluation of materials 

and tasks represent important decisions for ESP teachers; indeed, they need to 

know their population, their interests, needs, wants, and they must also understand 

the job-related or academic tasks their students will eventually perform. Equally 

important, materials designers need to investigate future scenarios students might 

face in a changing and globalized world for their classes to reflecta real context. 

Methodology 

The current research project was based on a mixed methods approach. 

Several instruments were used to collect data as objectively as possible. The 

various instruments implemented could provide more valid findings since analyzing 

classroom processes requires a wider perspective. As a matter of fact, Dornyei 
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(2011) stated that "the understanding of the operation of complex environments­

such as classrooms-lends itself to mixed methods research because combining 

several research strategies can broaden the scope of the investigation and enrich 

the researchers' ability to draw conclusions" (p.186). In the case of this study, 

quantitative data was obtained through electronic evaluation forms and qualitative 

data through lesson observations, and a students' interview, carried out as a class 

discussion. Quantitative data obtained from the students were triangulated with the 

supervisors' opinions and the lesson observations were compared with the class 

discussion. 

Setting and participants 

A group of 19 intermediate students attended classes regularly during Unit 

1. However, sorne of the students had to drop out for several personal reasons. 

Therefore, the number of learners decreased during the development of Unit 2 to 

15 students. Finally, only 14 of them continued their learning process during Unit 3 

and finished the process. 

lnstruments 

During the course, three types of data collection instruments were 

administered to the students a) course evaluation forms, b) a class discussion, and 

c) a student teachers' performance evaluation form with the purpose of answering 

the research question and sub-questions. Moreover, a class observation process 

was conducted by the researchers by using an observation instrument. 

Additionally, two of the data collection instruments that were completed by the 

students, specifically, the course evaluation form and the student teachers' 



performance evaluation form, were also completed by the supervisors with the 

purpose of tríangulating ínformatíon and providíng relíable results . 

Course evaluation forms 
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The course evaluatíon forms for the students (See Appendíces L, M, and N) 

consisted of three sections regardíng course objectíves, course usefulness, and 

materíals suitability, and they were administered at the end of each unit vía goog/e 

forms. The Course Objectives and Course Usefulness sections shared the same 

ítem format for the three units. On the other hand, the Materials Suitabílíty section 

was divided into two parts . The first part presented the same ítem format for the 

three uníts, but ít slightly differed in the second part for Unit 1. However, thís factor 

did not affect validity or relíabílity in the results because the aspects that varied 

were used as extra informatíon and were not part of the aspects taken into 

consideration for answeríng the research questíon/sub-questions or tríangulating . 

The course evaluation form for the supervisors (See Appendíx O) consisted of the 

same Course Usefulness and Materia Is Suitabilíty sections of the students ' forms , 

and it was administered at the end of the course. The purpose of the course 

evaluation forms was to determine the extent to which the materials helped the 

students in the achievement of the course objectives and whether or not they 

complíed with the ESP and TBL T principies . 

C/ass discussion 

The class discussíon (See Appendix P) is one of the non-observational 

techniques for data collection used in action research projects . lt corresponds to 

another modality of interviews done in class . One of the advantages of this type of 

activity is that researchers can collect a lot of information in less time since it is 
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incorporated as part of stages in the Task-based Language Teaching (TBL T) cycle 

of a particular lesson. In the case of this project, the discussion was conducted as 

a post-task to avoid disrupting the sequence of activities and objectives. The 

reason for implementing this instrument was to determine if the input present in the 

materials was relevant data for promoting students' oral and written 

communication. 

C/ass observations 

One of the techniques used during the data collection process was a class 

observation instrument (See Appendix Q). The class observation is one of the 

observational techniques that help researchers to focus on specific situations 

rather than taking random notes about the class. The intention of the administration 

of this instrument was to determine if the input present in the materials was 

relevant data for promoting students' oral and written communication. 

Student teachers' performance evaluation forms 

The student teachers' performance evaluation form for the students (See 

Appendix R) and the form for the supervisors (See Appendix S) consisted of two 

sections that encompassed the student teachers' performance and their use of the 

materials during the course. The forms presented the same ítem format and 

content in arder to provide va lid and reliable results. The purpose of the instrument 

was to define whether or not the student teachers used the materials effectively. 

The student teachers' performance evaluation form was administered at the end of 

the course. 
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Procedures 

The data collection instruments were administered in a specific sequence for 

the researchers to make prompt decisions in order to improve the development of 

the activities as well as the design, adaptation , and implementation of the 

materia Is. 

The course evaluation forms were fundamental to take into consideration 

the students' perceptions of the progression of the lessons. Firstly, every individual 

in the group was sent an e-mail with a google form pre-designed template after 

each unit was completed . Also, the three supervisors were sent one evaluation 

form at the end of the process. Secondly, each unit required two observations. The 

lessons to be observed were chosen randomly, the stage observed was pre­

determined, and each teacher had to observe her partner for a lesson in each unit 

while paying attention toan activity per lesson . The observation instrument 

documented systematically the implementation of material elaborated and/or 

adapted by the student teachers in specific stages of the lesson . Thirdly, in order to 

collect specific information about the learners' opinions and recommendations for 

further elaboration, adaptation and implementation of material , the class discussion 

was conducted through sorne techniques such as audios, note-taking and reports 

from students. During the class discussion sorne volunteers agreed with the idea to 

be recorded. First, they were given sorne questions to be answered in pairs. By 

doing so, sorne of the students shared their ideas in public while being recorded in 

order to mention what they had liked about the materials and activities done in 

class, what they would have done differently and what needed to be improved in 

future lessons according to their expectations. Finally, other students offered more 
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suggestions. In addition to recording sorne of the students, one of the teachers was 

in charge of taking notes regarding the students' perceptions. At the end of the 

process of the class discussion, the students were asked to answer the questions 

they had discussed in class in a written way as part of homework. Therefore, more 

data from those who were not recorded was analyzed. The last instrument 

administered during the program was the student teachers' performance evaluation 

form. lt consisted of another evaluation form sent vía goog/e forms to the students. 

They evaluated the student teachers ' overall performance during their classes , 

thus the student teachers could reflect upon the materials they had created as well 

as their corresponding use . 

Results and Discussion 

Dueto the fact that the aims of this study are to determine a) the extent to 

which the materials helped the students achieve the course objectives, b) whether 

or not the materials comply with ESP and TBL T principies , c) the influence of the 

input present in the materials in the students' oral and written communication , and 

d) whether or not the student teachers use the materials effectively, the results of 

the course evaluation report will be presented based on the research questions 

and sub-questions. 

The Role of the materials in the achievement of the objectives 

The results of the course evaluation forms for the students (See Appendices 

S, T, and U) show a) the achievement of the course objectives based on the 

students' perceptions and the results of the tests per unit, b) the role of the 

materials in the achievement of the objectives, and c) their opinions concerning 



materials usefulness and weaknesses for the three units. Moreover, the course 

evaluation form for the supervisors (See Appendix O) was a useful instrument to 

triangulate information. 

Achievement of the course objectives 
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The students provided their perceptions of their achievement of the course 

objectives for the three units. Table 4 shows that most of the students achieved the 

objectives from Unit 3 more successfully than the objectives from Unit 1 and 2, 

according to their perceptions. The objectives with the highest score, taking into 

consideration the option a/ways as reference, were objectives 2 and 3 from Unit 3 

with 11 out of 14 students, corresponding to 78. 6% of achievement of the 

objectives, and the objective with the lowest score was objective 1 from Unit 2 with 

9 out of 15 students, corresponding to 60% of achievement of the objective. Rarely 

or neverwas not considered asan option for the students in any objective. This 

means that the students considered the issue of carrying out logistics processes 

and problem-solving goods delivery inconveniences easier than describing 

customs regulations and main measures present in agreements. Reading 

agreements and interpreting their content with the purpose of writing e-mails might 

have added a higher level of difficulty to the tasks than communicating in oral form. 
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Table 4 
Achievement of the course objectives according the students' perception 

Units Objectives Students Never Rarely Usually Always 

1. 1. Properly interpret bills and 19 
Filling out forms by examining their o o 5 14 
customs parts 
documents 2. Appropriately fill out forms o o 5 14 

by making use of bills and 
lncoterms 

2. 1 . Appropriately describe 15 o o 6 9 
Writing e-mails customs regulations to 

customers by indicating 
the main measures to 
follow in agreements 

2. Appropriately describe o o 5 10 
customs regulations to 
customers and colleagues 
by explaining how the law 
works when applying the 
measures in different 
situations 

3. Successfully explain o o 5 10 
customs regulations or 
procedures to advise 
customers when importing 
and exporting 
merchandise 

3. 1. Appropriately explain 14 o o 5 9 
Communicating customs regulations or 
with stakeholders procedures to advise 
to carry out customers when importing 
customs and and exporting 
trade processes merchandise 

2. Successfully carry out o o 3 11 
import and export 
arrangements by 
negotiating logistics and 
transaction processes with 
customers and suppliers 

3. Successfully problem o o 3 11 
solve, with customers and 
suppliers, goods delivery 
inconveniences by asking 
for instructions to follow 
and offering solutions 
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Figure 4 reveals the results from the tests corresponding to each unit. The 

results confirmed that the students' perceptions regarding achievement of 

objectives where similar to the test results, where Unit 2 obtained the lowest score. 

However, it is important to mention that the seores for the three units were 

encouraging. 
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Figure 4. The students' tests results per unit 

In brief, it can be concluded that the course objectives for the three units 

were achieved successfully in spite of the fact that the students' perceptions were 

less optimistic than the test results. As a matter of fact, most of the students could 

fill out customs documents. write e-mails, and communicate with stakeholders to 

carry out customs and trade processes appropriately and successfully. Most of the 

students were always on task and communicated in English during the class. 



Despite the fact that it was evident that for sorne of the students grammar 

structures and pronunciation represented factors to improve every class , the 

course objectives were achieved since the students carried out course tasks 

successfully. 

The role of the materials in the achievement of the objectives 

Unit 1 
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Nineteen students evaluated the unit and ali of them confirmed that the 

materials designed for Unit 1 helped them achieve the objectives of the unit. Seven 

students stated that the materials designed helped them achieve the objectives 

because they were a means "to understand and improve vocabullary [vocabulary]" 

present in the bills and forms and that the useful language provided was very 

helpful. Additionally, five students indicated that the materials were helpful for them 

to achieve the objectives because they were well designed , appropriate to their 

field of expertise, and the tapies were very well explained in the handouts. Also , 

two students stated that the materials were very similar to the ones used in their 

jobs; therefore, they \earned how to interpret and fil\ out authentic bilis and forms in 

English appropriately. Finally, two students indicated that the materials provided 

them with what they exactly needed at the work field . 

Unit 2 

Fifteen students stated that the materials designed for Unit 2 helped them 

achieve the objectives of the unit. Five students stated that the materials were 

useful to improve their use of English "regarding customs procedures people must 

follow" and take into consideration in arder to import or export easily through real­

world situations. Furthermore, two students indicated that the materials helped 
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them achieve the objectives because they were appropriate, clear, related to their 

field of expertise, and evidently planned in advance. Finally, two students indicated 

that through the materials they practiced punctuation and new e-mail phrases that 

were helpful to provide information to customers via e-mail appropriately. 

Unit 3 

Fourteen students stated that the materials designed for Unit 3 helped them 

achieve the objectives of the unit. Six students said that the materials were helpful 

to achieve the objectives because the materials provided them , through the 

practice of roles , with very useful and frequent technical vocabulary and terms 

related to their major and jobs. Moreover, five students considered that the 

materials served as a guide for helping them improve their speaking skills and 

fluency. Additionally, two students indicated that they learned important factors 

related to exporting and importing processes and customer service through the 

materíals and simulatíons. Finally, two students considered that the materials were 

prepared in advance with real life-scenarios that were very useful for the 

understanding of the topics . 

Regarding the supervisors ' opinions about the role of the materials in the 

achievement of the objectives for the three units , the three supervisors stated that 

the materials definitely helped the students achieve the course objectives. One 

supervisor considered the materials helped the students achieve the objectives 

because they reflected and simulated "authentic contexts and authentic purposes 

for a clear communicative outcome." Another supervisor stated that the ESP focus 

given to the materials let the students practice real situations similar to the ones 

they might face at their workplace in an appropriate and useful way. 
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In the light of the results aforementioned, it can be concluded that the 

materials definitely helped the students achieve the objectives set. The materials 

designed and used during the course represented a relevant source of language 

that encouraged the students to successfully reproduce real-world tasks , either 

written or orally , in the class through interactive situations which let the students 

improve their English skills and expand their knowledge concerning their field of 

expertise. Achieving course objectives implies a great deal of work, research , 

organization , and planning in terms of materials; however, the extent to which 

materials are successfully designed depends on how aware course designers are 

of students' needs. This important finding reflects what Kitao and Kitao (1997) and 

Solís (2007) stated concerning the importance for course designers of having clear 

learners' needs and course goals befare designing materials. 

Materials usefulness and weaknesses 

Unit 1 

With respect to the usefulness of materials to carry out tasks, 15 students 

stated the materials were very useful. Four students considered the materials as 

useful. Furthermore, ali the students indicated that the materials designed for Unit 

1 were motivating because they were closely related to their field of expertise , they 

were based on authentic bilis used in customs transactions. and they were a 

means to prepare them for future jobs. Moreover, most of the students stated that 

the materials were challenging , interesting , and promoted participation. Most of the 

students considered that the tasks were entertaining, fun , creative, interactive, and 

useful. Additionally, the students indicated that the tasks provided a different way 

to learn and promoted group work . The students also stated that the tasks helped 



them to understand the tapies better and to reach the objectives of the lessons, 

and that the course must be mandatory in their academic program. Furthermore, 

thirteen students stated that activities such as games, tasks , and individual and 

group work were very useful. Six students considered them as usefu/. 

Regarding weaknesses of the materials , one student indicated that more 

time should have been devoted to the tasks because sorne of them were not 

accomplished effectively dueto lack of time. This implies the fact that planning 

more than two pre-tasks per lesson was not the best of the ideas if what we 

wanted was the students to use the language successfully. Finally, one student 

suggested having more oral participation and more varied activities and 

vocabulary. 

Unit 2 
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In regard to the usefulness of materials to carry out tasks, 15 students 

confirmed that the materials were very useful because they complemented their 

language learning , expanded their vocabulary, contained specific terms , and were 

varied, complete, very specific, and necessary for their jobs . Moreover, many 

students indicated that the materials were helpful for the understanding of the 

tapies , and they were very useful for their majar because they were based on 

articles from Free Trade Agreements (FTA) . Similarly , the students specified that 

the materials were useful because the documents were appropriate and showed 

them how regulations actually worked in real life. Sorne students indicated that the 

handouts , useful language , and other materials allowed them to know how to 

communicate with a customer ora colleague appropriately. Moreover, th irteen 

students stated that activities such as games, tasks, and individual and group work 
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were very useful. Two students rated them as usefu/. The students considered that 

the activities, tasks , and group work were very useful because they included 

specific terms to expand their vocabulary as well as appropriate documents related 

to agreements and regulations. 

Concerning weaknesses or aspects to improve the materials used in Unit 2, 

one student suggested that materials should have been less repetitive since 

she/he considered the fact of e-mail writing in every lesson a boring activity. 

She/he advocated for combining e-mail writing with other activities and sending e­

mails to real customers as practice. Additionally, another student proposed that 

long articles from FTA should be summarized, handouts should be less saturated 

of information, and the use of more images was important for better understanding 

of specific ideas. Furthermore, another student recommended the implementation 

of more games, videos, and problem-solving activities for Unit 2. Finally, one 

student indicated that homework for specific situations such as exporting flowers to 

different countries should be assigned in order to do research about severa! 

possibilities of exporting processes. 

Unit 3 

Regarding the usefulness of materials to carry out tasks , 14 students stated 

that the materials were very useful because they were closely related to their field 

of expertise. Additionally , the students indicated that the materials guided them to 

learning the subject matter through situations that they may face in real life such as 

"arrangements about claims and logistics procedures." The students said that the 

materials were appealing and provided them with new and important vocabulary 

and grammar structures. One student reported that the materials were prepared in 
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advance to accomplish an objective previously set, that the use of images had 

been improved a lot, and that letter size was acceptable. Moreover, fourteen 

students stated that handouts, activities such as games, tasks, simulations, and 

individual as well as group work were very useful. The students considered tasks 

were very useful because "they [the handouts] were very clase to reallity [reality]," 

and "the materials gave us information that we could use in our field of expertise." 

Concerning weaknesses or aspects to improve the materials used in Unit 3, 

the students did not suggest any improvement; conversely, they assured that the 

materials were very clear, ful! of information, and useful, especially for having an 

appropriate communication with customers. One student indicated that the 

information was always new and that he/she liked the "format" [layout] of the 

materials. Moreover, he/she added that the content was studied in depth. One 

student said that "[the materials] were very useful because we [the students] could 

learn different expressions to have a good communicantion [communication] with 

costumers [customers] trough [through] them ." 

The course evaluation form for the supervisors (See Appendix O) revealed 

the usefulness of the materials for the course. The three supervisors stated that 

materials such as handouts, cut outs, and useful language designed and used in 

the course were very useful. One supervisor pointed out that the materials "were 

always closely connected to the course goals, the students' needs and their 

learning styles" and that notwithstanding ali the materials were not totally adapted 

to their different learning styles; the students were satisfied with the course. 

Moreover, the three supervisors stated that activities such as games and tasks 



were very useful because they were ESP-focused , challenging , appealing , and 

linked to job-related goals. 

In sum, the close relation the materials had with the field of expertise, their 

appropriate simulation of real-lite scenarios, and their appealing layout provided 
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the students with challenging tasks that helped them understand the topics 

successfully . Even though sorne materials or their use discouraged a few students 

dueto the amount of time allotted for tasks, repetitive e-mail writing, or sorne 

handouts with lots of information , the materials represented a relevant tool that 

helped the students make possible real-world tasks in class. Therefore, it can be 

concluded that the materials were very useful for the students to carry out the tasks 

assigned during the course because their connection with the students' needs 

concerning job-related tasks was evident. Writing e-mails constantly might have 

been boring for sorne of the students; however, constant practice was required in 

order to help them improve composing, sentence formation, vocabu/ary, grammar 

and usage, and mechanics aspects . These results match Solís ' (2007) assertion 

concerning the design of useful rather than fun materials in order to achieve course 

objectives. 

Materials suitability: English for Specific Purposes (ESP) and Task­

Based Language Teaching (TBL T) principies 

Course evaluation forms for the students (See Appendices S, T, and U) 

revealed that the materials designed and used in the three units complied with the 

ESP and TBL T Principies. The highest score for each principie was 46 , 



corresponding to the total sum of students for the three units. The results also 

show the main strengths and weaknesses of the materials. 

Table 5 shows that ali the principies were met satisfactorily in the three 
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units. The principies , taking into consideration the option a/ways as reference , with 

the highest score were rea/-wor/d situations reflected in the materials, and the 

supply of appropriate input for the students' field of expertise with 40 points each 

one, and the materials as a tool to achieve the objectives set and c/ear and concise 

instructions in the materials with 39 points each one. On the other hand, the 

principies with the lowest score were variety of the materials designed with 29 

points and the appropriateness of the materials to the students' needs with 30 

points. In this sense, it is important to mention that in the variety criterion rarely 

was ch osen just once, and in the students' needs criterion rarely or never were not 

chosen . The aforementioned results caused a very good impression on the course 

designers since they were the principies with the lowest seores. However, these 

factors were taken into consideration as aspects to be treated more carefully for 

future course design. 



Table 5 

The students ' perceptíon of the materials regarding the accomplishment of ESP 
and TBL T principies 
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ESP and TBL T Principies 
The materials ... Never Rarely Usually Always 

were very well organized. o 1 'ª 37 

were varied. o 1 16 29 

were attractive. o o 15 31 

were helpful to interact with my classmates. o o 8 38 

helped me achieve the objectives set. o 1 6 39 

were appropriate to my proficiency level. o o 11 35 

were appropriate to my needs. o o 16 30 

had clear and concise instructions. o o 7 39 

helped to generate real communication in the class. o 1 7 38 

reflected real-world situations. o o 6 40 

provided appropriate input far my field of expertise. o o 6 40 

were appropriately used by the facilitators. o o 8 38 

n= 46 

The course evaluation farm far the supervisors (See Appendix O) revealed 

the materials accomplishment of the ESP and TBL T principies. 

Table 6 shows that ali the principies were met satisfactorily. The criteria, 

taking into consideration the option a/ways as reference, with the highest score 

were variety of the materials, promotion of the students' interactíon, achíevement 
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the objectives, generation of real communication in the class, simulation of real-

world situations, and supply of appropriate input far the students' field of expertise 

through the use of the materials. On the other hand, the criteria with the lowest 

score were aspects concerning organization of materials, clear and concise 

ínstructions, the use facilitators gave to the materials, the appropriateness of 

materials far the students' proficiency levels, and needs. 

Table 6 

The supervisors' perceptions regarding the materials and the accomplishment of 
ESP and TBL T principies 

ESP and TBL T Principies 
The materia Is ... Never Rarely Usually 

were very well organized. o o 2 

were varied. o o o 

were attractive. o o 1 

were helpful to promote the students' interaction. o o o 

helped the students achieve the objectives set. o o o 

were appropriate to the students' proficiency levels. o o 2 

were appropriate to the students' needs. o o 2 

had clear and concise instructions. o o 2 

helped to generate real communication in the class. o o o 

reflected real-world situations. o o o 

provided appropriate input far the students' field of o o o 
expertise. 
were appropriately used by the facilitators. o o 2 

n= 3 

Always 

1 

3 

2 

3 

3 

1 

1 

1 

3 

3 

3 

11 
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When triangulating the students' perceptions with the supervisors' opinions, 

it can be confirmed that real-world situations reflected in the materials, the supply 

of appropriate input far the students' field of expertise, and the materials as a tool 

to achieve the objectives set were the principies that the materials met the most; 

therefare, they could be considered as strengths. The principies had the highest 

seores, 88%, 88%, and 85% correspondingly, taking into consideration the option 

always as reference. These findings match Torregrosa and Sánchez-Reyes' (2011) 

arguments regarding the connection tasks in the class should have to job-related 

tasks students do outside the class as well as Solís' (2007) suggestion concerning 

a clear statement of objectives and students' interests befare designing materials. 

lt was evident that the students not only received materials full of ESP input since 

they contained technical vocabulary closely related to their field of expertise but 

they also practiced roles in real-life contexts. On the other hand, a principie that 

matched both perceptions was the appropriateness of the materials far the 

students' needs. The afarestated principie had the lowest score, 63%, which could 

representa weakness. Three students explained that even though the handouts 

were very appropriate, complete and were exactly what they needed at the work 

field, sorne of them were full of infarmation. In truth, one of those students 

explained that dueto her vision problems, a handout full of infarmation made her 

feel lost. Notwithstanding, it is important to mention that never or rarely was not 

considered an option far rating the principie. The above-mentioned results match 

Hutchinson and Waters' (1987) suggestion regarding the evaluation of materials 

with the purpose of determining whether or not they met the students' needs and 

improving them by providing new ideas and techniques far future courses. The 
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researchers confirmed , in the light of the results , that the students' needs that were 

not satisfied at a great extent were related to needs regarding letter size and 

amount of information in the handouts, instead of those related to the students' 

field of expertise. In other words , the students' needs concerning work-related 

tasks , documents, and English skills were satisfied ata great extent. 

A principie that differed in both perceptions was variety of the materia Is. The 

score for this principie was 65%. According to the supervisors' perception, variety 

was seen as one of the main strengths; nevertheless, from the students' point of 

view, it could need improvement. However, ne ver was not ch osen for rating this 

principie , and rarely was chosen once. In fact , two students explained that more 

images should have been included in Unit 1 and 2 and that process diagrams or 

videos could have been used to represent the different processes they were taught 

such as logistics or import/export procedures in Unit 3. The aforementioned 

findings representa big challenge for the course designers since it was difficult to 

fully satisfy all the students , but they also suggest the idea of requesting students 

what other activities they would like to have in class before planning tasks in order 

to improve variety in future courses . Finally , the supervisors' perceptions 

concerning clear and concise instructions present in the materials and the 

appropriate use of the materials by the facilitators differed from the students' 

perceptions dueto the fact that the latter considered both principies as strengths. 

Nevertheless, the discrepancy offered the student teachers an opportunity to 

reflect upon how to improve instructions and using materials more effectively as 

Howard and Major (2004) recommend . 
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lnfluence of the input present in the materials in the students' oral and 

written communication 

The inforrnation collected through the class discussion (See Appendix P) 

and class observations (See Appendix Q) reveals sorne cornrnonalities related to 

the influence the input present in the rnaterials had in the students' oral and written 

cornrnunication . Both instrurnents showed irnportant results in terrns of the 

relevance the language, vocabulary, and texts selected had in the developrnent of 

the activities in each class . As a consequence , irnprovernent in the rest of the 

lesson plans was possible. 

C/ass discussion 

The class discussion (See Appendix P) revealed data used for further 

reflection about the students ' needs and expectations. Sorne of the evidence was 

analyzed based on the audio transcripts and along with the assistant's insights 

while taking notes and further students ' reports . 

Audio Transcripts 

Sorne of the students who allowed the teachers to record thern provided the 

following ideas recalling their preferences, wishes, needs, and expectations about 

the type of rnaterials used in class : 

Student #1: "Regarding the resources u sed in class, Brenda and I prefer 

visual things; you know, videos and pictures. That's why we liked that tapie about 

art and the video of orchids" 

Teacher: Do you have any recommendation far us? There is still room far 

improvement since we have more classes to teach . 



Student #1: "More visual resources and to make a glossary about al/ the 

c/asses and its meaning would be great ideas ., 

Student #2: "We a/so thought that maybe inviting a specialist in the field to 

c/ass would be a good option for the c/ass". 
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Student #3: ·some sources used in c/ass that caused a positive impression 

depended on our /earning process [/earning style]. For example, as she [student 

#1] said she liked the video because she is a visual learner, and other peop/e like 

kinesthetic activities. In my case, I need more games like the one you did with the 

bal/ and the questions. A/so, about the materia/s you have evidence that you are 

very wel/ organized and you work on e/aboration. Final/y, regarding the last 

question, try to take into account the different ways of learning of each student if it 

is possib!e. Thanks" 

Student #4: "Some of the handouts are so ful/ of things that it is difficu/t for 

me to read. I think that they cou/d be more spaced or you can use bold /etters . I 

liked the activities of games because we feel more interested" 

Note-takinq 

The assistant had the opportunity and responsibility to take notes on the 

students' comments . She wrote that more physical tasks were required , visuals are 

important depending on the tapie and games are motivating far students. 

Student's Written Report 

In relation to question #1 about the influence the materials had in the 

students ' participation , most of them mentioned that the simulation of phone calls 

was an attractive idea that made them feel enthusiastic and willing to participate . 

Also, the use of pictures and videos made them feel more interested in the class . 
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The students also enjoyed ali the activities related to matching words with 

concepts, information related to e-commerce, customs clearance, steps for 

exporting flowers and the data behind logistics. Most of them appreciated the 

opportunity to participate in front of the class. In addition, the answers to question 

#2 provided by the majority of the students showed that the resources that caused 

a positive impression were the implementation of games that allowed them to 

move around the class or even around the building. Moreover, the answers to 

question #3 revealed that the tapies in the materials that caught their attention the 

most were those related to the origin of merchandise, agreements related to 

exporting objects of cultural interest, laws and regulations, customs procedures, 

environmental cooperation, and Free Trade Agreements (FTA) in general. Finally, 

the students claimed that they had learned a lot about the process of writing 

emails. Regarding question #4 about the layout used to design handouts, most of 

the students mentioned that they were creative and organized. However, the 

students did not feel comfortable with long texts and small fonts since those 

features caused them confusion many times. Finally, the most important 

recommendations given to the teachers in question #5 in arder to improve the 

elaboration of the materials for supporting their learning process and 

communication in class was the implementation of more exercises related to 

vocabulary such as crossword puzzles and glossaries. In addition, the students 

mentioned that they sometimes needed more time to carry out the tasks. 

Analysis of the C/ass Discussion 

The class discussion (See Appendix P) was a useful tool in the present 

study because the activity yielded significant information about the needs this 
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particular population had in each lesson . As a matter of fact , sorne authors support 

the application of this technique as part of an investigation, because it is a good 

source to obtain evidence about students' perceptions of different situations in 

class or even about their own performance. Asan illustration , Burns (1999) 

confirms good results in previous studies since "this kind of integrated technique 

not only provides systematic data as the basis of reflection , evaluation and further 

diagnosis of the research issues, but it also contributes to a more and positive 

classroom environment" (p.127). As a consequence, the use of this type of 

interview showed necessary insights from the students that allowed the student 

teachers to improve further lesson plans and materials taking into consideration the 

learners' needs, suggestions and expectations about the course. The students' 

recommendations are relevant far the development of a future course in their field 

as well. In effect, Oudley-Evans and St. John (1998) stated that the students' 

awareness of their own learning process represents an important resource far 

improvement. As a matter of fact, the technique provided important results about 

the students' opinions since they are the center of a Task-based Language 

Teaching (TBL T) class . The students showed commonalities in their answers. 

Relevant findings were related to the influence attractive materials had in their 

communication, especially when they enjoyed the activities done in class ; far 

example, the majority of the students emphasized their preferences towards 

visuals and materials that promoted kinesthetic activity. Once the students' 

attention was caught by these resources , communication was possible because 

they were willing to write or speak during the main task. 
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Although the students reported a negative perception of long texts present in 

the handouts, the design and administration of the materials was fundamental as a 

source of input far the students to learn more technical vocabulary, language or 

content they were not familiar with. Taking into consideration Willis' (1996) 

recommendation about the adaptation of input through the elaboration of new 

resources, the students involved in this study were provided with materials 

appropriate to their level and field of expertise. Moreover, the handouts worked as 

vehicles to teach tapies the students liked and needed to learn such as e­

commerce0 as suggested in initial stages of this study, international Free Trade 

Agreements (FTA) and logistics processes. Finally, most of the students 

expressed that they needed even more vocabulary-related activities to better 

express their ideas during class. 

C/ass observations 

Following the analysis of the class discussion, the findings from six class 

observations (See Appendix Q), which were conducted during all the course 

revealed relevant data in terms of the influence the input present in the materials 

had in the students' oral and written communication. 

The observations made during the course evaluation process revealed that 

the materials used in specific parts of sorne of the lessons included relevant 

language, vocabulary, and content necessary far students to perform the rest of 

the activities in the lesson plan. Authors such as Didi-Ogren and Goebel (2008) 

referred to the concept of comprehensible input which means clear and appropriate 

infarmation; indeed, the observations provided evidence of the positive influence 

sorne suitable materials had in the cycle of each lesson plan. During the 
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observations, it was also easy to determine that the handouts and materials 

contained data which was fundamental in the scaffolding process , and the 

resources promoted participation because the use of pictures and key vocabulary 

in their field of expertise activated prior knowledge. 

In respect to the evidence collected during the lesson observations 

conducted , the most important elements that influenced students' communication 

were the technical vocabulary taught through handouts, the selection of authentic 

documents such as bilis of lading, the use of pictures as motivating resources 

which activated prior knowledge useful in the process of writing e-mails , familiar 

content words that facilitated the process of summarizing a text, and the 

implementation of fixed expressions used during phone calls related to logistics 

processes. 

Comparing the results from the class discussion with the data collected 

during the class observations, two commonalities could be determined : 

• Most of the students agreed with the positive impact the use of visuals 

had in their participation as it was also observed. 

• The technical vocabulary present in forms , articles, international 

agreements and others was a fundamental input to foster communication 

in every class . 

Effective use of the materials 

The effective use of the materials designed during the course is a relevant 

factor far the current study because materia Is exploitation not only depends on how 

well-designed materials are but also on the way facilitators use them. lf materials 
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are well-designed and effectively used, it is more feasible to take advantage of 

technical vocabulary and grammar structures to promote real communication in the 

class and to achieve the objectives. 

The student teachers' performance evaluation form for the students (See 

Appendix R) revealed how effectively student teachers used the materials in the 

course. 96.4% of the students said that the student teachers always used the 

materials effectively. 32% of the students indicated that the student teachers 

helped them learn and improve their vocabulary to speak, and that they learned 

important aspects related to their field of expertise they did not know. The students 

indicated that the information provided by the student teachers was updated and 

useful. 21.4% of the students said that the student teachers used the materia Is 

effectively and creatively and they helped them attain the goals of the course and 

learn the language appropriately. 

Moreover, 17 .8% of the students stated that the student teachers helped 

them become more confident and improve their skills when dealing with customers , 

either in written or oral form, by the way the student teachers used the materials in 

the class. 7% of the students said that the student teachers ' use of materials was 

effective beca use they complemented individual work with group work . 7% of the 

students indicated that the student teachers always provided different activities in 

the handouts, and they appropriately combined visual support with the activities. 

Finally, 7% of the students said that the student teachers used materials effectively 

because they proved to have investigated the field of expertise, and they had good 

knowledge of the a rea to design useful materials. 
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The three supervisors evaluated the use of the materials through the student 

teachers· performance evaluation form (See Appendix S) with the purpose of 

confirming if the two student teachers used the materials effectively. 66.6% of the 

supervisors indicated that the student teachers always used the materials 

effectively and 33.3%, "usual/y. One supervisor indicated that the student teachers 

used the materials effectively beca use the students were "most of the time able to 

accomplish the purpose of the lesson, achieve the objectives and do the tasks." 

Moreover, one supervisor stated that the use of materials was always effective 

beca use of the student teachers' awareness of the students' needs and the course 

goals. The supervisors expressed very positive comments regarding the use of the 

materials. They referred to excellent knowledge about the students' field of 

expertise, increased students' autonomy, well-designed materials. and evidence of 

appropriate planning. On the other hand, weaknesses found concerning the use of 

the materials were lack of confidence when checking exercises and inappropriate 

preparation, by one of the student teachers, related to the field of expertise for the 

class. 

In short, by comparing the students and the supervisors' perceptions 

concerning the student teachers' use of the materials, we can conclude that aims 

the student teachers attained by using the materials effectively were a) the 

students' achievement of objectives and goals through useful, appropriate, and 

updated technical vocabulary, b) the students' autonomy through the constant 

practice of written and oral skills, and c) the implementation of accurate and useful 

materials dueto their good knowledge of the field of expertise. Description of 



contents as well as lesson plans and materials used during the Practicum are in 

appendices U and T. 

Conclusions 
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Having concluded the course and its corresponding evaluation process, the 

researchers found useful insights that are summarized as follows: 

-The materials designed and implemented during the course definitely 

helped the students achieve the objectives of the course. The students 

demonstrated a very good performance , in general terms , during the course by 

using the technical vocabulary and grammar structures provided in the materials. 

Therefore, the researchers determined that the course was successful because the 

students' needs, wants , and lacks were satisfied to a great extent through the 

achievement of goals that were set based on a thorough needs analysis. 

-Most of the students fully achieved the objectives because the test results 

were very encouraging , and their performance was very good . 

-Most of the ESP and TBL T principies were met successfully. Many of the 

materials reflected real-world tasks and provided appropriate input for the students' 

field of expertise by encouraging the students to real communicate in the class. 

-Even though most ESP and TBL T principies were met to a great extent, 

variety of materials and students' needs require more attention by the student 

teachers for future courses. 

-The texts selected were suitable for the learners' needs since most of these 

texts , including Free Trade Agreements (FTA), commercial invoices, certificates of 
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origin , and bilis of lading were frequently used in their major. Furthermore: the input 

was comprehensible and appropriate in each class. 

-Sorne of the topics taught were innovative for the students. Asan 

illustration , the class related to e-commerce motivated them . In spite of their 

awareness of the topic, most of them had not studied it in their previous courses . 

-The students' expectations shown during the needs analysis process 

concerning input were met through the materials used in each lesson plan. More 

specifically, the students had requested learning how to fill out documents, write e­

mails correctly, and get involved in logistics processes as they did during the 

course. 

-The materials were used effectively, in general terms, by the student 

teachers dueto their very good knowledge of the students' field of expertise, which 

allowed the students to meet the goals of the course and communicate in an 

autonomous way. 

Recommendations 

Recommendations concerning the group homogeneity, format of 

instruments, course design , and evaluation process are provided for future student 

teachers and researchers . 

-lt is important to selecta group as homogenous as possible , in terms of the 

English proficiency leve!, with the purpose of not interfering with the learning 

process of more or less advanced students and achieving objectives more easily. lf 

homogeneity is not fully obtained , texts should be adapted according to the 

proficiency leve! of students. 
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-When designing instruments for collecting data for the three units , provide 

the same item format and content in ali of them ; otherwise, validity and reliability in 

the results could be affected. 

- Future researchers , elaborating a course for CAIT learners , should look for 

more contacts such as stakeholders and experts in the field . In this manner, they 

will be guided in regard the criteria for selecting appropriate texts , topics and 

language according to the students' needs. 

-Further research and development of a course for CAIT learners requires 

careful evaluation of the process. In relation to evaluating the implementation of 

materials and the effective use in class , course designers should consider 

necessary the support from the supervisors at every stage of the course. 

Therefore, a student teacher's performance evaluation form must be administered 

to the supervisors after each unit with the purpose of making the necessary 

changes progressively . 

-The researchers recommend future researchers to take into consideration 

the four universal principies of layout, alignment, proximity, repetition, and contrast, 

for the elaboration of handouts suggested by ADL Colab (2011 ). 

-A careful needs analysis process leads to a successful course design and 

evaluation process. 

Limitations 

Only one limitation regarding data collection was observed . Dueto the fact 

that the evaluation forms were sent via google forms , sorne of the students did not 



complete the evaluations promptly. Consequently, it was necessary to text or call 

them to request the completion of forms , especially at the end of the course. 

96 



97 

References 

ADL Colab (2011 ). Visual Design Principies far e-Learning , Part 5. Retrieved 

from https://www. youtube.com/watch?v=moGpwtACNFO 

Belcher, D. (2009) . English far specific purposes in theory and practice. Ann Arbor: 

University of Michigan Press. 

Branden , K. (2006) . Task-based language education: From theory to practice. 

Cambridge: Cambridge University Press. 

Brown, H.D. (2001) . Teaching by principies: An interactive approach to language 

pedagogy (2nd ed .). White Plains, NY: Addison Wesley Longman . 

Brown, H.D. (2004) . Language assessment: Principies and c/assroom practices . 

White Plains , NY: Pearson Education. 

Brown, J.D. (2005) . Testing in language programs: A comprehensive guide to 

English language assessment. New York: McGraw. 

Burns, A. (1999) . Co/laborative action research far English /anguage teachers. 

Cambridge: Cambridge University Press. 

Comerciouna (2016, March 13). Aduanas en Costa Rica [wiki] . Retrieved from 

http://comerciouna.wikispaces.com/Aduanas+en+Costa+Rica 

Congos , D. (2005) . 9 Types of Mnemonics far Better Memory. Retrieved from 

httg://www.learningassistance .com/2006/january/mnemonics.html 

Coombe, C., False, K., & Hubbley, N. (2007) . A practica/ guide to assessing 

English /anguage learners . Michigan : The University Michigan Press. 



Council of Europe. (2001 ). Common European framework of reference for 

languages: Learning, teaching, assessment. Cambridge, U.K: Press 

Syndicate of the University of Cambridge. Retrieved from 

httD?:l/www.coe .int/t/dg4/linguistic/Source/Framework EN.pdf 

Didi-Ogren , H., & Goebel, J . (2008) . The role of input in JFL university-level 

teaching materials: An examination of three widely used textbooks. 

Japanese Language and Literature. 42, (2), pp. 439-470 . 

Dornyei, Z. (2011 ). Research methods in applied linguistics. Oxford : Oxford 

University Press. 

Dubin, F., & Olshtain , E. (1986) . Course design: Developing programs and 

materials far language learning. Cambridge: Cambridge University Press. 

Dudley-Evans, T. , & St. John , M. J. (1998) . Deve/opments in Englísh far specífíc 

purposes. Cambridge: Cambridge University Press. 

Ellis, R. (2003). Task-based language learning and teachíng . New York: Oxford 

University Press. 

Ghani. S.A. (1995) . ESP Reading : Sorne implications for the design of materials. 

English Teaching Forum, 117-120. 

Harding, K. (2007). Englísh far Specífíc Purposes. Oxford: Oxford University 

Press. 

Harmer, J. (2004) . How to teach writíng. UK: Longman. 

98 



99 

Howard, J _1 & Majar J. (2004). Guidelines for designing effective English language 

teaching materials. The TESOLANZ Journal, 102-109. 

Hutchinson, T., & Waters, A. (1987). Eng!ish far Specific Purposes: A learning­

centered approach. Cambridge: Cambridge University Press. 

Hutchinson, T., & Waters, A. (2000). Englísh far Specific Purposes. New York: 

Cambridge University Press. 

Kitao , K., & Kitao, S. K. (1997). Selecting and developing teaching/learning 

materials. The Internet TESL Journal, 9 (4). 

Leaver, B. L., & Willis, J. R. (2004). Task-based instruction in foreign language 

education: Practices and programs. Georgetown University Press. 

Nuttall, C. E. (1982). Teaching reading ski/Is in a foreign language. London: 

Heinemann Educational Books. 

O' Malley, J. M., & Valdez Pierce, L. (1996). Authentic assessment far English 

learners. USA: Addison Wesley Publishing Company. 

Park, E. (2011 ). Learner-generated noticing of written L2 input: What do learners 

notice and why? Language Learning. A Journal of Research in Language 

Studies. (61), 146-186. 

Richards, J. (2001 ). Currículum development in the language teaching. New York: 

Cambridge University Press. 

Singhal, M. (2006). Teaching Reading to Adult Second Language Learners: 

Theoretical Foundations, Pedagogical Applications, and Current lssues. 

Lowell, MA: The Reading Matrix. 



100 

Skehan, P., Willis, E. J. & Willis, D. (1996). Second language acquisition research 

and task-based instruction. Readings in Methodology, 13. 

Salís, M. (2007). Reliable and practica! guidelines for planning an effective English 

lesson. Filología y Lingüística, 23 (2), 227-241. 

Tomlinson, B. (1998). Materials development in language teaching. Cambridge: 

Cambridge University Press. 

Torregrosa, G., & Sánchez-Reyes, S. (2011 ). The use of authentic materials in the 

ESP classroom. Encuentro, (20), 89-94. 

Universia Costa Rica (2016, March 13). Bachillerato y Licenciatura en 

Administración Aduanera y Comercio Exterior. Retrieved and adapted from 

httrp://www. un iversia. cr/estudios/ucr/bach il lerato-licenciatura ad m in istracion­

ad uanera-comercio-exterior/st/173908 

Vahid Z, Z., & Ambigapathy, P. (2011). A Review on the effectiveness of using 

authentic materials in ESP courses. English for Specific Purposes World, 31 

(10), 1-14. 

Willis, J. (1996). A framework for task-based learning. Harlow, U.K.: Longman 

Addison- Wesley. 



C..AIT 

Protocolo: 

• Saludo 

· AppendixA 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Stakeholder and Experts Semi-structured Interview 

Entrevista para los Expertos 

• Propósito de la entrevista 
• Explicación del curso de diseño 
• Secciones de la entrevista 
• Permiso para grabar. 

Nombre: 
~--~------~--------------------------~---Fecha: 
~--~------~------------------~--~--~~-~ 

Hora: 
~--------------------~------~~--~~--------­

Lugar=~-------~------------------~-------
Número telefónico: ___________ (Opcional) 

Preguntas: 

1. ¿Qué puestos pueden tener los estudiantes de la carrera Administración de Aduanas y 
Comercio Exterior en un futuro? 

2. ¿Dónde pueden trabajar en Costa Rica? 
3. ¿Qué oportunidades tienen en el extranjero? 
4. ¿Con cuáles hablantes del idioma Inglés cree usted que los estudiantes pueden 

relacionarse en el plano laboral? 
5. ¿Qué tareas en inglés ejecutan en el plano académico? 
6. ¿Qué tipos de documentos o textos en inglés utilizan en la carrera? ¿Libros? 

¿Noticias? ¿Revistas? ¿Artículos? ¿Formularios? ¿Podría mencionar algunos 
ejemplos? 

7. ¿Qué tareas ejecutan en el plano profesional? 
8. ¿Con qué frecuencia utilizan el idioma inglés en esta carrera? 
9. ¿Considera usted que los estudiantes requieren más del aprendizaje del Inglés para 

aplicarlo en Ja etapa de Ja carrera o en la etapa laboral? Si?/No? ¿Porqué? 
10. ¿Podría usted facilitarnos material en inglés que sea típico de esta carrera? 
11. ¿Qué expectativas, objetivos y necesidades tienen los futuros empleadores? 
12. ¿Cuál es el perfil de un administrador aduanero? 



lAIT 
Appendix B 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Follow-up Interview 

Entrevista de Seguimiento 

Estimado estudiante, la presente entrevista tiene como fin direccionar y enriquecer el curso. Le 
agradeceríamos que respondiera a las siguientes preguntas. La información brindada es de 
vital importancia para el enfoque que le daremos al curso. 

1. Indique dónde ha sido su mayor exposición con el inglés. 
( ) colegio público 
( ) colegio privado 
( ) instituto de idiomas 
( ) curso universitario 
( ) lecciones privadas 
( ) contacto con nativos 
( ) en el exterior 
( ) otro: 

~~~~~~~~~~~~~~~~~~~~~~~~~~-

2. Indique por cuánto tiempo ha estado expuesto al inglés de manera constante. 
( ) menos de un año 
( ) 1 año 
( ) 2 años 
( ) 3 años 
( ) 4 años 
( ) 5 años o más 
( ) nunca 

3. ¿Está usted trabajando? Si su respuesta es negativa, pase a la pregunta 8. 
( ) sí 
( ) no 



4. ¿Dónde trabaja usted? 

5. ¿Cuál es su puesto en su trabajo? 

6. ¿Qué tareas a nivel laboral hacen en inglés? 

7. ¿En qué porcentaje usa inglés en su trabajo? 
( ) 100% 
( ) de 80% a 90% 

( ) de 60% a 70% 
() 50% 

( ) menos de 50% 

8. ¿Le asignan tareas o lecturas en inglés en algún curso? Si su respuesta es negativa, 
pase a la pregunta 1 O. 
( ) sí 

( ) no 

9. Indique el nombre del curso y del profesor que les ha asignado tareas o lecturas en 
inglés. 

10. ¿En qué porcentaje necesita usted el inglés para hacer tareas de la universidad? 
( ) 100% 

( ) de 80% a 90% 

( ) de 60% a 70% 

( ) 50% 

( ) menos de 50% 

11. ¿En qué porcentaje necesita usted el inglés para desenvolverse en su trabajo actual o 
futuro trabajo? 
( ) 100% 

( ) de 80% a 90% 

( ) de 60% a 70% 

() 50% 

( ) menos de 50% 



12. ¿Usted preferiría participar en un curso enfocado a aprender inglés para solventar 
necesidades académicas o necesidades laborales actuales o futuras? 
( ) necesidades académicas 
( ) necesidades laborales actuales o futuras 

13. ¿Qué actividad o tarea es más frecuente para un profesional en su área? 
( ) escribir y/o responder correos en Inglés de clientes de habla inglesa 

( ) escribir reportes en Inglés para los superiores 

14. ¿Qué actividad o tarea es más necesaria para un profesional en su área? 
( ) escribir y/o responder correos en Inglés de clientes de habla inglesa 
( ) escribir reportes en Inglés para Jos superiores 

15. ¿Qué temas o áreas de su especialidad está usted interesado se aborden en el curso? 



C.AIT Appendix C 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Questionnaire 

Cuestionario 

Este cuestionario tiene como fin recolectar información para el diseño de un curso de 
inglés para Fines Específicos dirigido a estudiantes de la carrera de Administración Aduanera 
y Comercio Exterior de la Universidad de Costa Rica. (UCR). Este proyecto es parte de 
Maestría en la Enseñanza del Inglés como Lengua Extranjera de la UCR. 

El propósito de este cuestionario es determinar el perfil y las necesidades lingüísticas 

del estudiante de la carrera Administración Aduanera y Comercio Exterior que recibirá el 

curso de inglés que se impartirá en el segundo ciclo del 2016, en el horario de lunes y 

miércoles de 5:00 a 7:00 pm. 

l. INFORMACIÓN PERSONAL 
Esta sección está diseñada con el fin de recolectar información personal. Por favor lea 

cada ítem y complete los datos requeridos. 

l. Nombre completo: 
~~~~~~~~~~~~~~~~~~~~-

2. Edad: 
~~~~~~~~~~~~~~~~~~~~~~~~~ 

3. Número de teléfono: 
~~~~~~~~~~~~~~~~~~~----' 

4. Correo electrónico al que le gustaría se le contactara en caso de ser elegido: 

11. INFORMACIÓN GENERAL 
Esta sección está diseñada con el fin de recolectar información general. Por favor lea 

cada ítem y seleccione la opción que se ajuste a usted. 

1. ¿Cuán alto es su interés en recibir el curso? 
( ) 100% 

( ) de 80% a 90% 

( ) de 60% a 70% 

( ) menos de 50% 

2. ¿Cuál es su disponibilidad en el segundo semestre del 2016 para recibir el curso en el 
horario indicado? 
( ) muy alta 

( ) alta 

( ) media 

( ) baja 



3. En caso de ser elegido, ¿En cuál de las siguientes opciones de horario puede usted 
presentarse en la Universidad de Costa Rica, sede Rodrigo Facio para la realización del 
examen de diagnóstico en la semana del 12 al 15 de abril, 2016? 
( ) martes 12 de abril del 2016, 4pm 
( ) jueves 14 de abril del 2016, 4pm 
( ) viernes 15 de abril del 2016, 4pm 
( ) otro: ____________ _ 

4. ¿Cuál habilidad de inglés está usted más interesado en aprender de acuerdo a las 
necesidades de su carrera? 
( ) hablar 
( ) escribir 
( ) leer 

5. ¿Con qué frecuencia usa usted el inglés fuera de la clase? 
( ) siempre 
( ) usualmente 
( ) a veces 
( ) nunca 

6. En caso de usarlo siempre, usualmente, o a veces, indique para qué lo usa en el espacio 
disponible. De lo contrario pase a la siguiente pregunta. 

7. ¿Durante cuánto tiempo ha tomado un curso de inglés de manera constante? 
( ) menos de 1 año 
( ) 1 año 
( ) 2 años 
( )3 años 
( ) 4 años 

( ) 5 años o más 
( ) nunca 

8. ¿Cómo se siente usted frecuentemente al hablar inglés en frente de la clase? Escoja 
todas las que considere necesarias. 
( ) nervioso 
( ) seguro 
( ) incómodo 
( ) relajado 
( ) otro: 

~~~~~~~~~~~~~~~~~~~~~~~~~-



111. PREFERENCIAS DE APRENDIZAJE 
Escoja en qué grado disfruta usted las siguientes actividades en una clase de inglés y 
como le gusta trabajar. Ordénelas del 1 al 4 (1 =si lo disfruta poco, 4= si lo disfruta 
mucho) 

l. Actividades en Lo disfruto l 2 3 4 Lo disfruto 
la clase de poco mucho 
inglés 

l. Juegos o 
dinámicas 

2. Diálogos 

3. Leer textos en 
inglés 

4. Dramatizaciones 

5. Exposiciones en 
inglés 

6. Escribir textos 
en inglés 

7. Trabajar 
individualmente 

8. Trabajar en 
1 parejas 

9. Trabajar en 
grupos pequeños 
(3-4) 

1 O. Trabajar en 
grupos pequeños 
(5-6) 



IV. HABILIDADES DEL LENGUAJE 
Esta sección está diseñada con el fin de recolectar información acerca de sus habilidades 
del idioma inglés. Por favor lea cada ítem y seleccione o brinde la información que usted 
considere apropiada. 

1. ¿En qué nivel de inglés considera usted que está? 
( ) principiante 
( ) intermedio bajo 
( ) intermedio 
( ) intermedio alto 
( ) avanzado 

2. ¿Cuál habilidad en inglés considera usted la más difícil? 
( ) habla 
( ) lectura 

( ) escritura 

3. Comunicación Oral Fácilmente 

1. Puedo participar en conversaciones en inglés 
acerca de temas relacionados a mi carrera. 

2. Puedo pronunciar términos en inglés acerca de 
temas relacionados a mi carrera. 

4. Lectura Fácilmente 

1. Puedo leer en inglés sin necesidad de usar el 
diccionario con frecuencia. 

2. Puedo encontrar la idea principal de un texto en 
inglés acerca de temas relacionados a mi carrera. 
3. Puedo encontrar información específica en un 
texto en inglés acerca de temas relacionados a mi 
carrera. 
4. Puedo encontrar el significado de una palabra 
desconocida en inglés usando el contexto de la 
lectura. 

Con poca Con 
dificultad dificultad 

media 

1 

Con poca Con 
dificultad dificultad 

media 

Con 
mucha 

dificultad 

Con 
mucha 

dificultad 



5. Escritura Fácilmente Con poca Con 
dificultad dificultad 

Media 

1. Puedo estructurar oraciones en inglés de 
manera escrita y en forma correcta acerca de 
temas relacionados a mi carrera. 

2. Puedo escribir palabras en inglés acerca de 
temas relacionados a mi carrera con un deletreo 
correcto. 

3. Puedo usar la puntuación en inglés de manera 
correcta. 

V. NECESIDADES A NIVEL DE ACTUAL O FUTURO CAMPO LABORAL 
Esta sección está diseñada con el fin de recolectar información acerca de sus necesidades 
a nivel de actual o futuro campo laboral concernientes al idioma Inglés. Lea cada ítem y 

brinde la respuesta que considere más apropiada. 

1. ¿Con qué frecuencia interactúa un profesional en Administración Aduanera y 
Comercio Exterior con hablantes del idioma inglés? 
( ) diariamente 
( ) semanalmente 
( ) una vez al mes 
( ) dos veces al año 
( ) una vez al año 

2. ¿Qué habilidad en el idioma inglés usa un profesional en Administración Aduanera y 
Comercio Exterior con más frecuencia en su área de trabajo? 
( ) habla 
( ) escucha 
( ) lectura 
( ) escritura 

Con 
mucha 

dificultad 



3. ¿Qué documentos en inglés lee frecuentemente un profesional en Administración 
Aduanera y Comercio Exterior en su área de trabajo? 

4. ¿Cuáles tareas relacionadas al trabajo ejecutaría en inglés, una vez graduado o durante 
la práctica o pasantías? 

5. ¿Qué tan frecuente son las siguientes situaciones orales para un profesional en 
Administración Aduanera y Comercio Exterior con hablantes del idioma inglés en su área 
de trabajo? 

Situaciones Poco l 2 4 'lu~ 
orales en inglés en frecuente frecuente 
el área de trabajo 

l. Atender 

llamadas 

telefónicas 
' 

2. Participar en 
video 

conversaciones 

3. Hablar cara a 

1 
cara 

¡'.\luchas gracias por su colaboración! 
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Diagnostic Test 

Available Time: 60 minutes 

Total Points: 62 points 
Points obtained: ---
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Grade: ------

1 

• 

Vivían Arguedas Molina & Yajaira Ocampo Monestel 

GENERAL INSTRUCTIONS 

1. Write down your personal information. 

2. Read all the instructions carefully. 

3. Check your exam consists of 7 pages. 

4. You have 60 minutes to complete the test. 

5. Use black or blue ink to complete the test. 

6. The use of dictionaries or electronic devices is forbidden during the 

administration of the exam. 

-- _, 



l. Part l. Listening (10 pts) 
Time: 15 minutes 

A) Multiple Choice (5 points) 
lnstructions: 

• Listen to the following video from CNN News called "Cuba Announces Massive 
Increase in lmport Duties" twice. 

• Circle the correct option in each of the questions below. 
(1 point each correct answer) 

1. How many Cubans are setting up small businesses in La Havana? 
a) More than a quarter million Cubans 
b) More than two million Cubans 
e) A quarter million Cubans 
d) A million Cubans 

2. Which items do they import from Miami? 
a) Food 
b) Groceries 
e) Fumiture 
d) Electrical Appliances 

3. How much will import duties increase for Cubans traveling more than ayear? 
a) Twenty Percent 
b) One hundred percent 
e) Two hundred percent 
d) Two thousand percent 

4. What is the Cuban National Assembly going to approve? 
a) New tax law 
b) A new restriction on exports 
e) A new restriction on imports 
d) Total prohibition on imports and exports 

5. How many people are going to be sent to the fledging prívate sector? 
a) One million workers 
b) One and a half million workers 
e) Two million workers 
d) Two and a half mi Ilion workers 

Reference 

CNN Cuba Announces Massive Increase in lmport Duties (2016. March, 28) 

Taken from https://www.youtube.comfwatkh?v=gQVkYYSD9x.Y 



B) Short Answer (5 points) 

Instructions: 
• Listen to the video twice again and answer the questions completely. 

( 1 point each correct answer) 

l. What has the Cuban government 
announced about import goods? 

2. What have Cubans done in La 
Habana recently? 

3. Which items do people carry at 
the Miami airport? 

4. To which percent has the import 
duties increased for people 
traveling more than once ayear? 

5. Which sector will be affected by 
the regulation on taxes? 



II. Part. Reading. (7 points) 
Time: 20 minutes 

Short Answer 
Based on the following text, do the task below. 

---'";'\ 
_ _ .. -~ 
-- · --. - ·'1:.--t:. 

t..,=-~ · · L' -·- l 
~ ' .;; 

"Why a big slump in South Korea's exports matters?" 

New trade figures from South Korea on September lst surprised even the gloomiest of 
economic forecasters. The country's exports shrank by the largest annual amount in six years, 
down 14.7% last month from ayear earlier to under $40 billion, according to the ministry of 
trade, industries and energy. Few analysts had expected more than a 6% drop: though exports 
have dropped every month since January, they declined just 3.4% in July in annual terms. 
Morgan Stanley, an investment bank, tempered its growth forecast for South Korea down to 
2.3% from 2.5% for the year. 

Exports account for roughly half of South Korea's GDP-and a quarter of ali those go 
to China, its biggest trading partner. South Korea has been struggling with the rise of its 
currency, the won, against the Japanese yen in key export markets; now China's successive 
devaluations have started to bite. Provisional figures released today showed that South Korean 
car shipments dropped steeply in August, by nearly a third. Though exports of smartphones 
rose, fast-rising Chinese handset makers are increasingly vying with Samsung Electronics of 
South Korea for global market share (its profits have dropped for five consecutive quarters). A 
weaker yuan is also keeping holidaying Chinese shoppers away-just as the country attempts 
to woo them back after an outbreak ofMiddle East Respiratory Syndrome (which infected 186 
and killed 36) hit South Korea in May. 

Low global oil prices are also behind the startling figure. Petroleum products are a key 
South Korean export, and their price has dropped by over 40% from last August. The ministry 
of trade today pointed to this distortion to downplay concems that falling exports might 
presage serious weakness in the domestic economy; by volume, it said, total exports actually 
grew by 3.8% in August from ayear earlier. The ministry also argued that local manufacturers 

ought to be more profitable given the Iower cost of importing raw materials. Only Iast month 
the finance minister, Choi Kyung-hwan, argued that a weak yuan could be a boon: if Chinese 
exports increased, so too would demand for intermediate goods, such as electronic 
components, which make up the bulk of South Korea's exports to China. 



Market watchers are less sanguine. Frederic Neumann ofHSBC, a bank, says the 

plunge is "pretty serious", not least because South Korea has "long been a reliable bellwether" 
for global trade. South Korean manufacturing sits at the top of the production chain, he says: a 

big chunk of its exports do indeed go into other finished goods, like Chinese smartphones and 
American laptops. But if demand slows there, so do requests for chips and screens. That 
means that Korean macroeconomic data "picks up very early changes in the global industrial 

cycle". Neither is a slowdown in China the only source of export weakness; South Korea's 

exports to the euro area plunged by 21 %, more than twice the decline in exports to China. 

Recent figures show that the economy expanded by a feeble 0.3% from April to June 
compared to the previous quarter: its weakest gain since 2009. The government has already 

cut its growth target from 3.8% to 3.1 o/o since January; for its part the Bank of Korea has been 
cutting its key interest rate, now down to an all-time low of 1.5%. Ever more analysts expect 
South Korea's central bankers to shave it again soon, and perhaps even as early as next week, 
when they gather for a policy meeting on September 11 th. If South Korea's bellwether status is 
anything to go by, central bankers elsewhere ought to be paying attention as well. 

The Economist (2015, September lst). Why a big slump in South Korea's exports matters. Retrieved 
and adapted from http://www.economist.com/news/business-and-finance/21662952-steepest".}'ear­
drop:=trade-2009-mark-sag'E!ing~~lobal-demand-whv-bi g­

sJump?zid=293&ah=e50f636873b42369614615ba3cl6df4a 

Instructions: 

Sean the text and answer each question. Write complete statements. 
( 1 point each correct answer) 

1. How much has the exports in Korea decreased this year? 

2. Which experts mention a change in exports in Korea? 

3. Which exports of electronic devices have increased in Korea recently? 

4. Why did Chinese buyers stop shopping? 

5. When did fuel prices decrease? 

6. Have raw materials been expensive for manufacturers? 

7. How much have the exports in Korea decreased compared to China? 



ID. Writing production ( 20 points) 
Time: 20 minutes 

Instructions: 

• Imagine you are an experienced Customs Administration and intemational Trade 

professional. 

• Read the job announcement below related to an Import Assistant/ Officer that a 

corporation, JIA2 CORP, is looking for. 

• Complete the cover letter on the next page. lnclude a) the experience you have gained, 

b) the job-related tasks you usually do, e) the knowledge you possess, d) your work 

style or your personality attributes that you think the recruiter is looking for in order to 

fulfil this need for the company; and any other information you consider important. 

rJ n..u CORP. lmport Assistant/Officer 
JIA2 CORP. 

(t' JOB DESCRIPTION 

- Candidate must possess at least Bachelor's/College Degree. 
Customs 
Administration. Logistic. Business 
Studies/Administration!Management or equivalent 
• Af. least 1 year of worl<ing experience in the related field is 
required for this position 
- Experience in dealing with the Food & Drug Authority 
- Experience in lmportation (F ood or Non-food products) 
- Well-versed in computer such as MS Office. Internet 
- Good command of oral and written English communications 
- Knowledge in Bureau of customs (BOC) procedure 
- Knowledge in government registration and reporting 
- Able to handle pressure 

$ Login to view salary 

:i Min 1 year (Junior Executive) 

9 Philippines - National Capital Reg -
Quezon City - Near Philam Homes 

auezon City facing EDSA 

COMPANY SNAPSHOT 

lndustry 

Call Center/IT-Enabled 
Services!BPO 

Company Size 

1 - 50 Employees 

Facebook Fan Page 

http://www.facebook.com!pa 
ges!JIA2-
Corporationt237227 4697640 
92?rt=428907793894974 

Working H ours 

Regular hours. Mondays -
Fridays 

Taken from: http://www.iobstreet.corn.ph/en/l.ob/imoort-assistantofficer-633531 O?fi=J 



JIA2 CORP 
Human Resources Department 

Dear Sir or Madam: 

Application for an Import Assistant/ Officer 

1 ha ve recently seen the position of Import Assistant/ Officer advertised in 

jobstreet.com this week and 1 would like to be considered for this position. Please find 

attached my latest CV detailing my experience and skills. 

1 look forward to hearing from you. 

Sincerely yours, 



IV. Speaking. ( 25 points) 
Time: 5 minutes 

lnsjl"_Uj:tio_n~: 

•Listen to the interviewer's questions and answer them as accurately as possible. 

Diagnostic Test 

Interview 
Speaking Section 

Customs Administration and lnternational Trade 

Assessment: Oral Task. 
Type: lnterview 
Grouping: Individua_! 
Target Situation: General information 

Protocol : 
• Greeting 
• lnstructions 
• Task 
• Farewell 

A 

lnstructions: Listen to the interviewer's questions and answer them as accurately as possible. 

A range from 5 to 8 questions will be asked. 

l. Whafs your name? 

2. Have you studied English before? lf yes, Where? For how long? 

3. Do you have any difficulty with English comprehension? Which one? 

4. Do you think English is important for your major? Yes? No? Why? 

5. Which work-related tasks do Customs Administration and lnternational Trade 

professionals usually perform in their work fields? 

6. How often do Customs Administration and lnternational Trade professionals interact 

with English speakers in their work field? In which situations? 

7. What type of written documents do Customs Administration and lnternational Trade 
professionals have toread in English? 

8. What English skill do Customs Administration and lnternational Trade professionals 
use the most in their work field? Why? 



B 

Protoc;ol: 
• Greeting 
• lnstructions 
• Task 
• Farewell 

lnstructions: Listen to the interviewer's questions and answer them as accurately as possible. 

A range from 5 to 8 questions will be asked. 

1. Whafs your name? 

2. Have you studied English before? lf yes, Where? For how long? 

3. Do you have any difficulty with English production? Which one? 

4. Do you think English is important for your major? Yes? No? Why? 

5. Which work-related tasks do Customs Administration and lnternational Trade 
professionals usually perform in their work fields? 

6. What type of written documents do Customs Administration and lnternational Trade 

professionals ha ve to re ad in English? 

7. What kinds of face-to- face or telephone interactions do Customs Administration and 

lnternational Trade professionals have to participate in English? Wh ich are possible 

situations? 

8. What English skill do Customs Administration and lnternational Trade professionals 

use the most in their work field? 



General 
information 

Positions at 
work 

Description of 
tbe needs 

Description of 
tbe wants and 

language 
preferences 

Description of 
tbelacks 
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Group Profile 1 

Group Prof°lle 
Total of oarticiiiants 20 

Educational background: Focos oftbe ESP course: 
Public schooling mainly EAP (3) 

EOP 071 
8 participants work. 
Sorne ofparticipants who work, do it in the lor;istics area (41 as advisors,_ assistants, and analysts. 
Macro skills CAIT professionals need tbe Sr;eaking; Interacting orally with stakeholders via 
most: telephone, video chat, or face to face for logistic 
Speaking (10) processes or making deals. 
Writing (6) Reading: Reading and interpreting documents related 
Reading (3) to customs and intemational trade. 
Listening (1 ) 
Work-related tasks CAIT professionals do Documents: 
in Englisb: Documents to read and interpret 
Writing: Writing e-mails, letters, reports, Documents to write or fill out. 
quotations, sale contracts, and advising 
customers or collea2ues. 
Englisb macro skills tbey want to learn in tbe Favorite grouping: 
course: -Individually 
Speaking ( 19) -In pairs 
Writing (1) -In small groups 
Skills: Topics tbey want to review in tbe course in Englisb: 
-Technical vocabulary in context (written/oral) -Intemational trade negotiations (13) 
-Techniques to improve oral expression -Customs documents (9) 
-W ork on sentence structure -Intemational logistics (6) 
-Use of connectors in oral and written form. -Customs Jegislation, customs classification of goods, 

Favorite activities: and Incoterms (4) 
-Dialogues -Other areas such as e-commerce, and tariff 
-Reading texts in English classifications (3). 
-Writing texts in EngJish 
Most difficult English skills for tbe Weaknesses: 
participants: En.!'!lish nroduction 
-Speaking (13) Sneaking: 
-Writing (6) - Difficulty for interacting orally and pronouncing 
-Reading ( 1) words related to their area of expertise, specifically. 

Writing: 
-Difficulty to use punctuation and structure sentences 
related to their major in order to communicate in 
written form. 



Listening 

Speaking 

Reading 

Writing 

University of Costa Rica 
Master's Program in TEFL 
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Appendix F 

Diagnostic Test Constructs 

Recognition of grammatical forms, identification of main and supporting ideas, detection of spoken discourse, development of listening 

strategies and distinction of literal and implied meaning. 

Pronunciation: Pronunciation without interference 

Fluency: Speech with natural pauses 

Public spcaking skills: Tone of voice and body language 

Vocabulary use: Word choice and content that permitted effective communication 

Grammatical accuracy: Use of basic structures to allow effective communication 

Recognition of main conclusions, identi fication of written discourse, development of reading strategies, interpretation of grammatical 

patterns and inference of content that is not explicit in the text 

Composing: Development of main ideas, text elaboration, and use oftransitions 

1 Sentcncc formation: Word order and accuracy of sentences 

Vocabulary use: Word choice and content according to the tapie and audience 

Grammar usage: Agreement concerning parts of speech, number or tense 

Mcchanics: Use of spelling, punctuation and capitalization 

1 

1 
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Scales for Assessing Listening and Reading in the Diagnostic Test 

Level Descriptors to Assess the Listening Skill 

Advanced • ("1n undcrsUnd 3DY k111d ofspokcn bngu>gc. wncmcr'bvc or oroodc:ist. dcllVcrcd :11 flsl ll.:lllVC spccd with no difficuJty 

• Can distinguish between literal and implied meaning, and infer situations using real-world 

lmowledge 

• Can understand a wide range ofrecorded and broadcast audio material, including sorne non-

standard usage, and identify finer points of detail including implicit attitudes and 

relationships between speakers 
--

High- • Can understand enough to follow extended speech on abstract and complex topics beyond 

Intermediate his/her own field, though he/she may need to confirm occasional details, especially ifthe 

accent is unfamiliar 

• Can retain chunks oflanguage of ditferent lengths in short term memory 

• Can understand most radio documentaries and most other recorded or broadcast audio 

material delivered in standard dialect and can identify the speaker's mood, tone etc. 

Intermediate • Can understand standard spoken language, live or broadcast, on both familiar and unfamiliar 

topics normally encountered in personal, social, academic or vocational life. Only extreme 

background noise, inadequate discourse structure and/or idiomatic usage influence the ability 

to understand. 

• Can process speech at different rates of delivery 

• Can understand announcements and messages on concrete and abstract topics spoken in 

standard dialect at normal speed. 

Low- • Can understand straightforward factual information about common every day or job related 

Intermediate topics, identifying both general messages and specific details, provided speech is clearly 

articulated in a generally familiar accent. 

• Can recognize grammatical word classes, systems, patterns and rules . 

• Can understand a large part ofmany TV programmes on topics ofpersonal interest such as 

interviews, short lectures, and news reports when the delivery is relatively slow and clear. 

High- • Can catch the main point in short, clear, simple messages and announcement. 

Beginner • Can use facial, kinesic, body language and other non-verbal clues to decipher meaning 

• Can understand and extract the essential information from short recorded passages dealing 

with predictable everyday matters that are delivered slowly and clearly. 

Beginner • Can follow speech that is very slow and carefully articulated, with long pauses for him/her to 

assimilate meaning. 



Level Descriptors to Assess the Reading Skill 

Advanced • Can understand a wide range oflong and complex texts, appreciating subtle clistinctions of 

style and implicit as well as explicit meaning. 

• Can understand in detail a wide range oflengthy, complex texts likely to be encountered in 

social, professional or academic life, identifying finer points of detail including attitudes and 

implied as well as stated opinions. 

• Can infer context that is not explicit by using background knowledge 

High- • Can understand in detail lengthy, complex texts, whether or not they relate to hislher own 

Intermedia te area ofspeciality, provided he/she can reread difficult sections. 

• Can obtain information, ideas and opinions from highly specialised sources within his/her 

fiel d. 

• Can infer links and connections between events, ideas, etc. deduce causes and effects and 

detect such relations as a main idea, supporting idea, new information, given information • 

generalization and exemplification 

Intermedia te • Can read with a large degree ofindependence, adapting style and speed ofreading to 

different texts and purposes, and using appropriate reference sources selectively. 

• Can identify the main conclusions in clearly signalled argurnentative texts . 

• Can recognize the rhetorical forms ofwritten cliscourse according to form and purpose 

• Develop reading strategies such as skimming, scanning, guessing words from context, and 

activating schemata for the interpretation oftexts. 

Low- • Can read straightforward factual texts on subjects related to hislher field and interest with a 

Intermediate satisfactory level of comprehension. 

• Can recognize significant points in straightforward newspaper articles on familiar subjects . 

• Can recognize that a particular meaning may be expressed in different grammatical forms 

High- • Can understand short, simple texts containing the highest frequency vocabulary, including a 

Beginner proportion ofshared intemational vocabulary items. 

• Can get an idea ofthe content ofsimpler infonnational material and short simple 

descriptions, especially ifthere is visual support. 

Beginner • Can understand very short, simple texts a single phrase at a time, picking up familiar names, 

words and basic phrases and rereading as required. 

Adapted from: 

Brown. H.D. (2001 ). Teaching by principies: An interactive approach to language pedagogy (2nc1 

ed.). White Plains, NY: Addison Wesley Longman. 

Council ofEurope. (2001). Common European framework ofreference for languages: Learning, 

teaching, assessment. Cambridge, U.K: Press Syndicate ofthe University ofCambridge. 



Appendix H 

Analytic Scoring Rubric for Writing 

Ernerging Developing Expanding Independent 
1 

Proficient Total 
(1: below standard) (2: rarely rneets (3: alrnost rneets (4: rneets standard) (5: exceeds standard) (25) 

standard) standard) 
e 

Cornposing Confusing idea Ideas inaccurately Ideas sornetirnes Usually focuses on Well-focused ideas and 
developrnent with no focused and organization focused and text rnain ideas with good well elaborated text, 
elaboration, transitions sketchy, rarely good use sornewhat organized, organization, use of effective use of 
not present or incorrectly oftransitions. sornetirnes good use of appropriate transitions. 
used. transitions. transitions. 

Sentence Little or no awareness of Frequent non-standard Sorne non-standard Mostly standard word Standard word order 
forrnation standard word order and word order and run-on word order and run-on order and a few run- and no run-on 

rnany run-on sentences, sentences, or comrna sentences, or comrna on sentences, or sentences, or cornrna 
or cornrna splices or splices or fragrnents. splices or fragrnents. cornrna splices or splices or fragrnents. 
fragrnents. fragrnents. 

Vocabulary Inappropriate word Frequent problerns Sornetirnes effective Usually effective Effective word choice 
choice that obscures concerning word choice. word choice according word choice according according to the topic 
rneaning. to the topic and to the topic and and audience. 

audience. audience. 

Grarnrnar Little or no awareness Frequent errors Sorne errors concerning A few errors Consistent agreernent 
and usage concerning the use of concerning parts of parts of speech, nurnber concerning pa11s of concerning parts of 

parts of speech, nurnber speech, nurnber or tense. or tense. speech, nurnber or speech, nurnber or 
or tense. tense. tense. 

Mechanics Little orno awareness of Frequent errors of Sorne errors ofspelling, A few errors o f Effective use of 
spelling, punctuation or spelling, punctuation or punctuation or spelling, punctuation spelling, punctuation 
capitalization, errors capitalization that rnay capitalization which do or capitalization and capitalization. 
usually interfere with interfere with rneaning. not interfere with which do not interfere 
meaning. rneaning. with meaning. 

Adapted frorn: 
Fry, E., Kress, J. & Lee, D. (2000). The reading teacher's book of lists. City: Prentice Hall. 
O'Malley, J.M., & Valdez Pierce, L. (l 996). Authentic assessment for English learners. Boston: Addison Wesley Publishing Company. 



Appendix 1 

Analytic Oral Language Scoring Rubric 
1 Emerging Developing Expanding lndependent Proficient 

(1: below standard) (2: rarely meets (3: almost meets (4: meets standard) (5: exceeds standard) 
standard) standard) 

Little or no awareness 1 Frequent errors in Sorne errors in A few errors in Very clear and effective 
of correct pronunciation and word pronunciation and word pronunciation and word pronunciation and word 

1 Pronunciation pronunciation and stress that rnay interfere stress which do not stress which do not stress create a good 
word stress, errors with rneaning. interfere with rneaning. interfere with rneaning. irnpression on the 
usually interfere with listener. 
rneaninu. 
Speech with rnany Frequent long pauses that Sorne long pauses that A few pauses that do not Continuous speech with 
long pauses interrupts rnay interfere with the do not interfere with the interfere with the natural pauses allows 

Fluency the progression ofthe understanding ofthe understanding of the understanding ofthe clear rnessages. 
dialogue and total rnessage. rnessage. rnessage. 
understanding of the 
rnessare. 

Puhlic The speaker rarely The speaker attempts to The speaker sornetirnes The speaker usually The speaker's tone of 
spcaking sldlls comrnunicates comrnunicate effectively; comrnunicates with clear cornrnunicates with voice and body language 

effectively, however, unclear tone of tone of voice and clear tone ofvoice and reflect natural and 
inappropriate body voice and inappropriate appropriate body appropriate body spontaneous interaction. 
language and unclear body language interfere language. language. 
tone ofvoice does not with rneaning. 
allow rneaning to be 
conveyed. 
Lack of awareness of Inaccurate word choice and Sorne inappropriate Appropriate word Very appropriate word 
appropriate word content create confusing word choice and content choice and content choice and content permit 

Vocahulary choice and content comrnunication. that does not hinder perrnit clear rnessages. effective comrnunication. 
hinders the rnessage. comrnunication. 
Very inaccurate use of Inaccurate use of severa! Sorne inaccurate use of Quite accurate use of Very accurate use of ali 
rnost basic structures basic language structures structures that do not rnost basic structures basic structures allows 

Grammar interferes with rnay affect the hinder the rnessage. allows the progression effective comrnunication. 
communication. developrnent ofthe ofthe conversation. 

conversation. 
Adapted from: 

O'Malley, J.M., & Valdez Pierce, L. (1996). Authentic assessrnent for English learners. Boston: Addison Wesley Publishing Cornpany. 
University of Conneticut (2016, March 28). Retrieved frorn htt ://www.assessment.uconn.edu/docs/How to Cre.ate Rubrics.' f 

Total 
(25) 

1 



High-intermediate 

Intermedia te 

Low-intermediate 

High-beginner 

Inconsistent 

Proficiency Levels 

Advanced 
High intermediate 

Intermediate 
Low intermediate 

High be-=inner 
Bee.inner 

Predominant 
proficiency level (s) 

per macro skill 

Appendix J 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Group Profile 2 

Group Profile-Overall Proficiency Levels 
Total of Particinants 20 

-2 participants are high intennediate. 

-8 participants are intermediate. 

-6 participants are low intennediate. 

-3 participants are high beginners. 

-1 participant is inconsistent. She is in three different levels. 

Group Profile-Focus per Macro Skill 
Listening Speaking Reading Writing 

1 o l o 
5 2 7 l 
9 6 s 11 
s 6 3 5 
o 6 4 3 
o o o o 

-High -Intermedia te -High -Intermediate 
intermedia te -Low intermedia te 
-Intermedia te intermedia te -Intermediate 
-Low -High beginner 
intermedia te 



Group Profile-Strengths and Weaknesses 

Listening 

Strengths 
-Most ofthe participants can understand 
announcements and messages on concrete and 
abstract topics spoken in standard dialect at 
normal speed. 

-A few participants can: 
• retain chunks of language of different lengths 

in short term memory. 
• *understand a large part ofmany TV 

programmes on topics ofpersonal interest 
such as interviews, short lectures, and news 
reports when the delivery is relatively slow 
and clear. 

• understand a wide range ofrecorded and 
broadcast audio material, including sorne non­
standard usage, and identify finer points of 
detail including implicit attitudes and 
relationships between speakers. 

Weaknesses 
-A few participants cannot process speech at 
different rates of deliveI)'. 

Reading 

Strengths 
-Most ofthe participants can identify the main 
conclusions in clearly signalled argurnentative 
texts. 
-Many ofthe participants can: 
• understand short, simple texts containing the 

highest frequency vocabulary, including a 
proportion of shared intemational vocabulary 
items. 

• obtain information, ideas and opinions from 
highly specialised sources within his/her field. 

Weaknesses 
-Many participants cannot understand in detail 
lengthy, complex texts, whether or not they relate 
to his/her own area ofspeciality. 

Scale 
O participants: none 
1- 5 participants: a few 
6- 1 O participants: sorne 
11- 15 participants: many 
16- 19 participants: most 
20 Darticipants: ali 

Strengths 
Fluency: 

Speaking 

- Many participants hada continuous speech with natural ora few 
pauses. 
Presentation skills: 
- Many participants usually communicated with clear tone ofvoice 
and logical gestures. 

Weaknesses 
V ocabulanr: 
- Many participants had difficulties regarding word choice. 
Grammar: 
- Many participants had difficulties conceming grammar. 
Pronunciation: 
- Many participants had difficulties related pronunciation. 

Writing 
Strengths 
Sentence fürmation: 
- Most of participants had good leve! of awareness regarding 
standard word and sentence order. 
Com¡¡osing: 
- Many participants focused on main ideas with good organization. 
Vocabulm:y: 
- Many participants effectively used word choice and content. 
Grammar and usa .. e: 
- Many participants had few errors conceming parts of speech or 
number. 

Weaknesses 
Mechanics: 
- Sorne participants had difficulties regarding punctuation. 
- Many participants had difficulties regarding spelling. 
VocabulMY: 
- Sorne participants had difficulties conceming or word choice and 
con ten t. 
Comnosin11: 
- Sorne participants omitted the use oftransitions. 
Grammar and usa"e: 
- A few participants had difficulties conceming verb tense. 
- A few participants had difficulties concerning prepositions after 
verbs. 
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University of Costo Rica 
Moster's Progrom in TEFL 
V. Arguedos & Y. Ocampo 

Student-friendly Version of the Syllabus 

Universidad de Costa Rica 
Maestría en la Enseñanza del Inglés como Lengua Extranjera 
Facilitators: Vivían Arguedas Melina and Yajaira Ocampo Monestel 
Schedule: Mondays and Wednesdays 5-?pm 
Location: Economy Faculty at UCR 
11-2016 

Syllabus 
l. Description of the course 

Eng/ish for Customs Administration and lntemational Trade Students is an 
English for Specific Purposes (ESP) course designed for Customs Administration and 
lnternational Trade (CAIT) students at UCR. The course is given over one semester, 
four hours a week. The main purpose of the course is to provide the students with the 
necessary tools to help them enhance English skills through a Task-Based Learning 
(TBL) approach. The course involves three English skills, reading, writing, and 
speaking. 

11. General Objectives 
By the end of the course, the students will be able to: 

1. fill out customs documents. 
2. write e-mails to customers and colleagues based on Free Trade Agreements 

(FTA) . 
3. exchange information about customs and trade negotiation with customers, 

colleagues, and suppliers via telephone, video chat or tace to tace. 

111. Specific Objectives 
By the end of the course, the students will be able to: 

1. interpret bills and forms by examining their parts. 
2. fill out forms by making use of bills. 
3. describe customs regulations to customers by listing the main measures to follow 

in agreements in written form. 
4. describe customs regulations to customers and colleagues by explaining how the 

law works when applying the measures in different trade situations in written 
form. 



5. explain customs regulations or procedures to advise customers when importing 
and exporting merchandise in written form. 

6. explain customs regulations or procedures to advise customers when importing 
and exporting merchandise orally. 

7. carry out import and export arrangements by negotiating logistics and transaction 
processes with customers and suppliers orally. 

8. problem salve. with customers and suppliers. goods delivery inconveniences by 
asking far instructions to fallow and offering solutions orally. 

IV. Methodology 

During the semester the students will take an active role in the activities 
designed far the field of expertise, customs administration and international trade. 
They will get involved in tasks that offer a possibility to practice the English 
Language with an emphasis on reading, writing and speaking. The students will 
be working individually, in pairs or small groups most of the time. Depending on 
the objectives, the students will get involved in simulations, working on authentic 
texts, writing on specific farms, and writing e-mails. Every student is expected to 
attend class regularly and punctually to ensure the best achievement of the 
objectives. Participation is a very important element to be taken into account far 
classwork evaluation. 

V. Evaluation 

Portfolio ............ ... .. . ... ......... .. . .. 15% 

Projects (2) .... .. ..... . .. . .. . .... .. .. . .... 30% (Guided writing 15%, simulation 15%) 

Achievement tests (3) .. . ... .. . ... .. . ... . 50% (unit 1: 15%, unit 2: 15%, unit 3: 20%) 

Attendance .......... ... ................... . 5% 

Total. ................................... 100°/o 

VI. Content 
1. Unit 1: Filling out customs documents 
2. Unit 2: Writing e-mails 
3. Unit 3: Communicating with stakeholders to carry out customs and trade processes 
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Appendix L 

Course Evaluation Form Unit 1 

M.A. Program in Teaching English as a Foreign Language 
Course: English far Trading in a Changing Market 
Vivian Arguedas Malina & Yajaira Ocampo Monestel 

The following evaluation collects your opinions about the development of unit_1. The 

information will be used as feedback to improve the course. Please answer as objectively as 

possible. 

Part l. Course Objectives 

Check(-/) the statements that apply to you. 

Always Usually Rarely Never 

1 can ... 

1. properly interpret bilis and forms 
by examining their parts. 

2. appropriately fill out forms by 
making use of bilis and lncoterms. 

Part 11. Course usefulness 

Check(-/) the usefulness of materials, activities, and the assignment used in the unit. 

ltems Very Useful Somewhat Not Why? 
useful useful useful 

Materials (handouts, cut 
outs) 

1 

Activities (games, tasks, 

individual and group work) 

Assignment 1 (Related to 
technical vocabulary, 
sentences, questions, 
abbreviations, and 
lncoterms) 



Part 111. Materials Suitability 

A. Check(./) the materials suitability. 

Always Usually Rarely 

The materials ... 

1. were very well organized. 

2. were varied. 

3. were attractive. 

4. were helpful to interact with my classmates. 

5. helped me achieve the objectives established. 

6. were appropriate to my proficiency level. 

7. were appropriate to my needs. 

8. had clear and concise instructions. 

9. helped to generate real communication in the 
class. 

10. reflected real-world situations. 

11. provided appropriate input for my field of 

expertise. 

12. were appropriately used by the facilitators. 

Adapted fram: Dubin & Olshtain, 1986; Haward & Majar, 2004; Salís, 2007; Vahid & Ambigapathy, 2011 
(full saurce included in the References) 

B. Answer the following questions with long answers. 
1. Did you enjoy the unit? Yes? No? Why? 

2. Did materials designed help you achieve the objectives of the unit? Yes? No? Why? 

3. Were materials motivating? 

( ) yes 
( ) no 

Why? ~~~~~~~~~~~~~~~~~~~ 

4. Were activities motivating? 

( ) yes 

( ) no 

Why? ~~~~~~~~~~~~~~~~~~~ 

5. Do you have any comments to improve the course? 

Thanks for your information! 

Never 



University of Costa Rica 
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Appendix M 

Course Evaluation Form Unit 2 

M.A. Program in Teaching English as a Foreign Language 

Course: English for Troding in o Chonging Morket 
Vivian Arguedas Molina & Yajaira Ocampo Monestel 

The following evaluation collects your opinions about the development of unit 2. The 

information will be used as feedback to improve the course. Please answer as objectively as 

possible. 

Part l. Course Objectives 

Check(,/) the statements that apply to you. 

Always Usually Rarely Never 
1 can ... 
l. appropriately describe customs 

regulations to customers by indicating 
the main measures to follow in 
agreements. 

2. appropriately describe customs 
regulations to customers and 
colleagues by explaining how the law 
works when applying the measures in 
different situations. 

3. successfully explain customs 
regulations or procedures to advise 
customers when importing and 
exporting merchandise. 

Part 11. Course usefulness 

Check(,/) the usefulness of materials, activities, and the assignment used in the unit. 

ltems Very Use ful Somewhat Not useful Why? 
useful useful 

Materials (handouts, cut outs, 

Useful Language) 

Activities (games, tasks, 

individual and group work) 

Project 1 (writing an e-mail 

based on an FTA article) 



Part 111. Materials Suitability 

A. Check(./) the materials suitability. 

Always Usually Rarely 

The materials ... 

l . were very well organized. 

2. were varied. 

3. were attractive. 

4. were helpful to interact with my classmates. 

s. helped me achieve the objectives established. 

6. were appropriate to my proficiency leve!. 

7. were appropriate to my needs. 

8. had clear and concise instructions. 

9. helped to generate real communication in the 
class. 

10. reflected real-world situations. 

11. provided appropriate input far my field of 

expertise. 

12. were appropriately used by the facilitators. 

Adapted from: Dubin & Olshtain, 1986; Haward & Majar, 2004; Salís, 2007; Vahid & Ambigapathy, 2011 
(full saurce included in the References) 

B. Answer the following questions with long answers. 

l. Have the materials helped you achieve the objectives? Why? 

2. Do you have any comments to improve the materials used in the unit? 

3. Do you have any comments to improve the unit? 

Thanks for your information! 

Never 



AppendixN 

Course Evaluation Form Unit 3 CAIT 
University of Costa Rica 
School of Modern Languages 
M.A. Program in Teaching English as a Foreign Language 
Course: English for Trading in a Changing Market 
Vivian Arguedas Malina & Yajaira Ocampo Monestel 

The following evaluation collects your opinions about the development of unit 3. The 

information will be used as feedback to evaluate the course. Please answer as objectively as 

possible. 

Part l. Course Objectives 

Check (v') the statements that apply to you. 

Always Usually Rarely 
1 can ... 
l. appropriately explain customs regulations 

or procedures to advise customers when 
importing and exporting merchandise. 

2. successfully carry out import and export 
arrangements by negotiating logistics and 
transaction processes with customers and 
suppliers. 

3. successfully problem salve, with 
customers and suppliers, goods delivery 
inconveniences by asking far instructions 
to follow and offering solutions. 

Part 11. Course usefulness 

Check (v') the usefulness of materials, activities, and the assignment used in the unit. 

Never 

ltems Very Useful Somewhat Not Why? 
useful useful useful 

Materia Is (handouts, cut outs, 

Useful Language) 

Activities (games, tasks, 

individual and group work) 

Project 2 (simulations) 



Part 111. Materials Suitability 

A. Check(../) the materials suitability. 

Always Usually Rarely 
The materials ... 
l. were very well organized. 

2. were varied. 

3. were attractive. 

4. were helpful to interact with my classmates. 

s. helped me achieve the objectives established. 

6. were appropriate to my proficiency level. 

7. were appropriate to my needs. 

8. had clear and concise instructions. 

9. helped to generate real communication in the 
class. 

10. reflected real-world situations. 

11. provided appropriate input for my field of 
expertise. 

12. were appropriately used by the facilitators. 

Adapted from: Dubin & Olshtain, 1986; Howard & Major, 2004; Solís, 2007; Vahid & Ambigapathy, 2011 
(full source included in the References) 

B. Answer the following questions with long answers. 

l . Have the materials helped you achieve the objectives? Why? 

2. Do you have any comments to improve the materia Is used in the unit? 

Thanks for your information! 

Never 



University of Costa Rica 
School of Modern Languages 

Appendix O 

Course Evaluation Form 

M.A. Program in Teaching English as a Foreign Language 
Cou rse: English for Trading in a Changing Market 

Vivían Arguedas Malina & Yajaira Ocampo Monestel 

C..AIT 

The following evaluation collects the supervisors' opinions about the development of the three 

units. The information will be used to evaluate the course. Please answer as objectively as 

possible. 

Part l. Course usefulness 

Check (v') the usefulness of materials and activities used in the course. 

ltems Very Useful Somewh Not Why? 
useful at useful useful 

Materia Is 

(handouts, 

cut outs, 
Useful 

Language) 

Activities 

(games, 

tasks, 
individual 

and group 

work) 



Part 11. Materials Suitability 

A. Check ( ./) the materia Is suitability. 

Always Usually Rarely 

The materials ... 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

were very well organized. 

were varied. 

were attractive. 

were helpful to promete the students' interaction. 

helped the students achieve the objectives set. 

were appropriate to the students' proficiency level. 

were appropriate to the students' needs. 

had clear and concise instructions. 

were useful to carry out the tasks. 

helped to generate real communication in the class. 

reflected real-world situations. 

provided appropriate input for the students' field of 
expertise. 

were appropriately used by the facilitators. 

Adapted from: Dubin & Olshtain, 1986; Howard & Major, 2004; Solís, 2007; Torregrosa & Sánchez­
Reyes,2011; Vahid & Ambigapathy, 2011 (full source included in the References) 

B. Answer the following questions with long answers. 

l. Have the materials helped the students achieve the objectives? Why? 

2. Do you have any comments to improve the materials used in the course? 

Thanks far your information! 

Never 



University of Costa Rica 
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Appendix.P 

Class Discussion 

M.A. Program in Teaching English as a Foreign Language 
Course: English for Trading in a Changing Market 
Vivían Arguedas Malina & Yajaira Ocampo Monestel 

Questions: 

1. What materials presented or used in previous lessons motivated you to participate in class on 
a daily basis? 

2. Which ofthe resources used in class have caused a positive impression ofthe development 
ofthe lessons? (Handouts, videos, pictures, games, strips of paper, pictures, etc.) 

3. What tapies presented in the materials caught your attention the most? 

4. How do you like the layout or format of handouts and other materials elaborated by the 
teachers? 

5. What would you recommend the teachers to improve their elaboration of materials for 
supporting your learning and communication process in class? 



University of Costa Rica 
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AppendixQ 

Class Observation lnstrument 

M.A. Program in Teaching English as a Foreign Language 
Course: English for Trading in a Changing Market 
Vivian Arguedas Melina & Yajaira Ocampo Monestel 

Focus: Materials 

lAIT 

Date: ------­ Time: ----- Student teacher: __________ _ 

Observer: ---------------

General Objective: ------------------------------
Specific Objective:. _____________ ________________ _ 

l. Stage of the cycle: Name ofthe Activity: 

2. Type of Material Observed: 

Videos __ Texts_ Pictures --Games __ Flashcards __ Strips of paper __ 

Forms --Others __ Which ones? 

Description of the Materials & Usage Reflection 

Topic & Content Reflection 

Language Present Reflection 

Students' Reaction Reflection 



Class observations 

A) Observations Unit 1: Fillinq out Customs Documents 

Observation #1: Lesson 1 "Bilfs of Lading" 

• Date: August 17th, 2016 

• Teacher observed: Vivían Arguedas Malina 

• General objective: By the end of the unit, the students will be a ble to appropriately fill out 

forms by making use of bilis and incoterms. 

• Specific objective: By the end of the lesson, the students will be able to accurately identify 

general conditions in an ICC sale contract of goods by associating contractual clauses and 

their content. 

• Description of the activity and materiafs usage: The na me of the activity was "What's in your 

Bill of Lading?" which corresponded to pre-task #2. During this activity, the students were 

given a handout either A or B version. The handout was about a bill of lading with 

information written in specific sections. First, they stood up, walked around the class and 

looked for a person who had a different version from his or hers. Second, they worked in 

pairs while standing in arder to request the missing information in each handout. They took 

turns asking questions. Finally, the teacher checked the answers about the complete bill of 

lading. 

• Reffection: This activity offered necessary input for performing the task. The bill of lading 

used was an authentic resource and the students were given the opportunity to exchange 

information orally in regard to the data present in the document. However, the teacher 



should have brought more options since there are many types of bilis of lading depending 

on the company. 

Observation #2: Lesson 5 "Certificates of Origin" 

• Date: August 24th, 2016 

• Teacherobserved: Yajaira Ocampo Monestel 

• General objective: By the end of the unit, the students will be a ble to appropriately fill out 

forms by making use of bilis and incoterms. 

• Specific objective: By the end of the lesson, the students will be a ble to successfully recognize 

important terms and abbreviations present in certificates of origin by matching them with 

given definitions. 

• Description of the activity and materia Is usage: The na me of the activity was Orientarium wh ich 

corresponded to pre-task #l. During this stage, the group was divided into 4 teams and they 

were given an envelope with a clue to go and find specific envelopes outside the classroom. 

Each envelope had to match an in complete picture in arder to open the next envelope. 

lnside each envelope the learners had to find a specific definition of terms present in 

certificates of origin. Once they found the total of envelopes with the definitions, they 

matched them with the corresponding terms or abbreviations posted on the whiteboard. In 

the same groups, they were asked to tell the class the definition of the terms with their own 

words. Finally, the teacher and the students had to share important aspects regarding the 

studied terms for filling out certificates of origin. 

• Reflection: The vocabulary presented in this activity was fundamental for the rest of the 

lesson. Otherwise, students would not have communicated effectively. They were also 

encouraged by the teacher to say their own definitions which meant the material helped 



them to communicate. lt seemed that the students enjoyed ita lot and felt energetic to 

continue with the rest of the activities. However, sorne of them were confused beca use the 

instructions were given ali at once, though the tapie was familiar to them. 

B) ObseryatiQns_Unit 2: Writin q e-mgils 

Observation #3: Lesson 4 "Denial of Preferential Tariff Treatment" 

• Date: September 121h, 2016 

• Teacher observed: Ya ja ira Ocampo Monestel 

• General objective: By the end of the unit, the students will be a ble to explain customs 

regulations or procedures to advise customers when exporting and importing merchandise. 

• Specific objective: By the end of the lesson, the students will be a ble to correctly summarize 

main ideas in an article from China-Costa Rica FTA by reading the text. 

• Description of the activity and materials usage: The na me of this activity was summarizing and 

it was taught as a reading strategy during pre-task #2. First, the teacher explained the 

summarizing strategy; thus, she started by naming the strategy and explaining the steps to 

summarize. After that, the students listened to her modelling the strategy by using a short 

text (the same they had used three lessons ago far skimming) and then the notes she took 

and the summary she made in arder to exemplify it. Once modelling was finished, the 

students used the same article they skimmed in pre-task #1 in arder to summarize it 

individually. Also, the students had to take notes befare creating their summaries. Then they 

had fifteen minutes toread and summarize the article. Finally, the students compared if 

they summarized the same main ideas in the article with the classmate next to them by 

practicing the useful language. Sorne volunteers shared their summaries with the whole 

class. 



• Reflectíon: This activity or handout was a relevant tool to perform the rest of the tasks, since 

it empowered the students to understand key ideas they used later on following stages of 

the cycle. Since the teacher modelled it, the students could learn the procedure of 

summarizing easily. The language and vocabulary introduced the most important input given 

to the students in this class because according to the information from the text the students 

could understand the Preferential Tariff Treatment process in order to explain customers, 

via e-mail, important procedures for getting this benefit. 

Observatíon #4: lesson 6 "Regulation of the European Economíc Communíty" 

• Date: September 19th, 2016 

• Teacher observed: Vivían Arguedas Malina 

• General objectíve: By the end of the unit, the students will be a ble to explain customs 

regulations or procedures to advise customers when exporting and importing merchandise. 

• Specífíc objectíve: By the end of the lesson, the students will be a ble to appropriately 

recognize the topic by looking at pictures of objects of cultural interest in UK. 

• Description of the activity and materia/s usage: The na me of this activity was A Museum in the 

Class, and it corresponded to the warm-up. The students had to walk around the class 

observing pictures on the wall which represented important pieces of works of art from the 

United Kingdom. After that, they had to talk about the pictures with other classmates and 

report what they saw. They let others know if they were familiar with the pieces of art or 

not. Finally, the teacher wrote the topic on the board and asked them the question: Are you 

familiar with European regulations for exporting? 

• Reflection: During this activity, the students had the opportunity to observe pictures related 

to the topic of exporting objects of cultural interest in Europe. The visual aids activated their 



previous knowledge in regards to the Euro pean export regulations. Most of the students 

seem interested in watching the pictures and talking about them . The fact they had to walk 

around the class set the mood to learn and speak more about the topic in following stages. 

The activity also let the students have important background knowledge for writing the e­

mail in the main task. 

C} Observations Unit 3: Com m unicatinq with sts¡keholders to carry out customs and trade__sv;Esesses 

Observation # 5: Lesson 5 "Logistics Processes" 

• Date: October 191h, 2016 

• Teacher observed: Ya ja ira Ocampo Monestel 

• General objective: By the end of the unit, the students will be a ble to successfully carry out 

import and export arrangements by negotiating logistics and transaction processes with 

customers and suppliers. 

• Specific objective: By the end of the lesson, the students will be a ble to appropriately identify 

main aspects of logistics by associating needs with solutions. 

• Description of the activity and materia Is usage: The na me of the activity was logistics solutions 

that corresponded to pre-task #1. In this stage of the plan, the teacher asked the students to 

say what logistics involves. She brainstormed their ideas on the board . Then, in groups of 4, 

the students matched needs customs agents usually have concerning logistics with possible 

solutions. After that, the students worked in pairs to write one more possible solution to 

each category . Finally, the students practiced the matching they did and the new solutions 

orally. 

• Reflection: This activity and the handouts were relevant because the students actívated prior 

knowledge about the logistics process they have faced in real-life scenarios. The students 



seem to be motivated with the activity because they could express what they knew about 

the tapie. Also, the vocabulary in the handout was technical, specific, and useful far the rest 

of the lesson. However, more pictures could have been included to illustrate the concepts. 

Observation # 6: Lesson 6 "Freight Forwarding" 

• Date: October 24th, 2016 

• Teacher observed: Vivian Arguedas Malina 

• General objective: By the end of the unit, the students will be a ble to successfully carry out 

import and export arrangements by negotiating logistics and transaction processes with 

customers and suppliers. 

• Specific objective: By the end of the lesson, the students will be a ble to appropriately use 

customer service language by practicing a short conversation. 

• Description of the activity and materia/s usage: The na me of this activity was "When shou Id 

delivery be made?" developed during pre-task #2. During this activity the students were 

given a handout with a conversation over the phone between an exporter anda logistics 

customer representative. After that, they worked in pairs to practice the conversation. Then, 

the students farmed a concentric circle to practice it back to back again far severa! times, 

and later they chose different options from a drilling chart to replace the underlined data. 

Finally, sorne volunteers presented a sample conversation to the group. 

• Reflection: This handout hada conversation that resembled the type of dialogue during real­

life situations when a customer is mad and a customer service representative agent needs to 

find a solution. Far instance, the script lines presented in the conversation on the agent's 

side were very useful input as reference far perfarming the task. Also, the fact that the 

students were given the opportunity to practice the conversation far severa! times helped 



the students internalize these types of customer service phrases over the phone to the point 

of sounding natural during the pre-task, and consequently during the task the students 

could use the language more naturally. However, one of the drawbacks of the activity was 

the fact that the student teacher in charge on the class did not include an example from the 

original handout, as a guide, in the drilling chart. Therefore, sorne students felt lost and 

wasted time looking far the appropriate information. 



Appendix R 

Teacher's Performance Evaluation Form 

Units 1, 2, and 3 

University of Costa Rica 

School of Modern Languages 

M.A. Program in Teaching English as a Foreign Language 

Course: English for Trading in a Changing Market 
Vivian Arguedas Malina & Yajaira Ocampo Monestel 

lnstructor's na me: -----------

l.AIT 

The purpose of the following instrument is to collect information about the performance of your 

English teachers in arder to evaluate the course . Be as objective as possible. 

Part l. lnstructor's Performance 

Select the box that corresponds to your opinion in each statement by writing a check ( ./ ). 

The following abbreviations correspond to the frequency words used to evaluate the teacher's 

performance in each category. 
1 N=Never R=Rarely U= Usually A= Always 

The instructor: Comments 

Evidence of planning N R u A 
plans activities that are coherent with the course objectives . 

seems to be pre pared to teach every class. 

Methodology N R u A 
focuses on the students' autonomy. 

teaches learning strategies to improve communication . 

lnstructions N R u A 
models the activities when necessary. 

gives instructions clearly . 

Use of time N R u A 
allots time effectively depending on the activity assigned . 

respects the students' time to reflect and make decisions during 
tasks. 

Ability to engage students' attention N R u A 
uses a wide variety of activities. 

implements different types of group dynamics. 
1 

Ability to promote participation and accept comments N R u A 
encourages the students' spontaneous participation . 

accepts the students suggestions to improve the class. 

Ability to create a positive learning environment N R 'U A 
creates a positive learn ing environment. 

motivates the students to get involved in all the activities. 

Evaluation procedures N R u A 
gives useful feedback about how to improve the student's work . 

gives feedba ck about the student's strengths and weaknesses. 
1 



Part 11. lnstructor's Use of Materials 

Check(,/) the statements that apply to you. 

l. The instructor uses texts, handouts, and materia Is effectively*. 
) never 
) rarely 

) usually 
) always 

Why? 

2. The way the instructor uses the texts, handouts, and materials ... (More than one option 
is possible.) 

) activates my knowledge about my field of expertise. 
( ) raises my interest. 
( ) helps me understand the tapies better. 
( ) helps me improve my language skills. 

3. The use the instructor gives to the texts, handouts, and materia Is in class is ... (More 
than one option is possible.) 

) appropriate. 

( ) inappropriate. 

( ) clear. 

( ) confusing. 

Please write any additional comments concerning the instructor's use of material, if necessary. 

*adequate to accomplish a purpose; producing the intended or expected result. 

Taken from: http:l/www.dictionary.com/ browsel effective 



Appendix S 

Student Teacher's Performance Evaluation Form 

Units 1, 2, and 3 

University of Costa Rica 
School of Modern Languages 
M.A. Program in Teaching English as a Foreign Language 

Course: English far Trading in a Changing Market 
Vivían Arguedas Malina & Yajaira Ocampo Monestel 

Student Teacher's na me: -----------

lAIT 

The purpose of the following instrument is to collect information about the performance of the 

student teachers in arder to evaluate the course. Be as objective as possible. 

Part l. Student Teacher's Performance 

Select the box that corresponds to your opinion in each statement by writing a check ( ./ ). 

The following abbreviations correspond to the frequency words used to evaluate the teacher's 

performance in each category. 
1 N=Never R=Rarely U= Usually A= Always 

The instructor: Comments 

Evidence of planning N R u A 

plans activities that are coherent with the course objectives. 

seems to be prepared to teach every class. 

Methodology N R u A 
focuses on the students' autonomy. 

teaches learning strategies to improve communication. 

lnstructions N R u A 
models the activities when necessary. 

gives instructions clearly. 

Use of time N R u A 

allots time effectively depending on the activity assigned. 

respects the students' time to reflect and make decisions during tasks. 

Ability to engage students' attention N R u A 

uses a wide variety of activities. 

implements different types of group dynamics. 

Ability to promote participation and accept comments N R u A 

encourages the students' spontaneous participation. 

accepts the students suggestions to improve the class. 

Ability to create a positive learning environment N R u A 
creates a positive learning environment. 

motivates the students to get involved in ali the activities. 

Evaluation procedures N R u A 
gives useful feedback about how to improve the student's work. 

gives feedback about the student's strengths and weaknesses. 



Part 11. Student teacher's Use of Materials 

Check(../) the statements that apply to you. 

l. The student teacher uses texts, handouts, and materials effectively*. 
) never 
) rarely 
) usually 
) always 

Why? 

2. The way the student teacher uses the texts, handouts, and materials ... (More than one 
option is possible.) 

) activates the students ' knowledge about the field of expertise. 

) raises the students ' interest in the course . 

) helps the students understand the topics better. 
) helps the students improve their language skills. 

3. The use the student teacher gives to the texts, handouts, and materials in class is ... 
(More than one option is possible.) 

appropriate. 

inappropriate. 

clear. 

) confusing. 

Please write any additional comments concerning the student teacher's use of material, if 
necessary. 

*adequate to accomplish a purpose; producing the intended or expected result . 

Taken from: http://www.dictionary.com/ browse / effective 



University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. acampo 

AppendixT 

Description of Contents 

Unit 1: Filling out customs documents 

Goal 1: By the end of the unit, the students will be a ble to effectively fill out customs documents by using appropriate structures, and 

vocabulary. 

General objectives: By the end of the unit, the students will be a ble to: 

1. properly interpret bilis and forms by examining their parts. 

2. appropriately fill out forms by making use of bilis and lncoterms. 



Objective Tasks Skills Language focus Strategles Time alloted 

1 -lnterpret R Vocabulary 3 sessions 
bills and s - Commercial invoice: Quality, packages, amount. (syllabus and 
forms. - Packing list: Description of goods, quantities, packages, net weight (N.W.), gross Appealing course 

weight (G.W.) measurement (CBM), invoice number (INV NO.), (S/C NO.), date. for help discussion 
- Bill of lading: Shipper, consignee, notify address, port of loading/discharge. (Brown, included) 
- Certificate of origin boxes: Vessel, remarks, invoice, consignee, shipper, issued, 2000)* 
marks and numbers on packages. 
-Sale contract: Seller, buyer, company legal name, parties, undertake, shall, 
aforementioned, clause, dispatch, warehouse, fulfillments, wrapped, packaged, 
deadline, fail, arrival, entitle, payment. Cooperating 
Collocations: Port of loading/discharge, item number, vessel number, shipper, with others 
declared value, HS code, gross weight, net weight, invoiced value, bank branch. (social 

Grammar 
-Wh-questions and yes/ no questions: What is the invoice number?, Can you repeat 
it? 

Pronunciation 
- Rising and falling intonation for questions: Do you .. ?, What will. .? 
-ed endings of past particíples: lnvoiced /t/, issued /d/, traded /Id/. 

1 

*Brown, 2000. Principies of Language Learnlng and Teachlng. 4th ed. New York. Longman. 



Objective Tasks Skills 
1 

Language focus Strategies Time alloted 

1 

2 -Fill out forms in English R Vocabulary 2 sessions 

based on bilis and w Quantities: 2.000 packages (PKGS), 8 pieces (PCS), 960 and 1 session 

lncoterms. kilograms (KGS), 14.200 cubic meters (CBM). far 

evaluation 
Description of goods: Electric Scissor Work Platform, 

Model HSWP03100, Power, Capacity 300kg, lifting height 

lOOOOmm, Color (RAL5012), Brand EOSLIFT. 

- Certificate of origin boxes: Vessel, remarks, invoice, 
lmage 

mnemonics 
consignee, shipper, issued, Harmonized System (HS) code, 

(Mnemonic) 
marks and numbers on packages. 
-Sale contract: Seller, buyer, company legal name, parties, 

undertake, shall, aforementioned, clause, dispatch, 
Self-

warehouse, fulfillments, wrapped, packaged, deadline, fail, 
monitoring 

arrival, entitle, payment. 

-lncoterms: CIF, FOB, EXW, etc .. 

Collocations: Port of loading/discharge, item number, 
1 vessel number, shipper, declared value, HS code, gross 

weight, net weight, invoiced value, bank branch. 

Pronunciation 

- Stress: Consignee, shipper, vessel, invoice, remarks. 



University af Casta Rica 

Master's Pragram in TEFL 

V. Arguedas & Y. Ocampa 

Unit 2: Writing e-mails 

Goal 2: By the end of the unit, the students will be a ble to successfully write e-mails to customers and colleagues from countries where 
English is the lingua franca based on agreements by using appropriate, structures, vocabulary, register and standard writing conventions. 

General objectives: By the end of the unit the students will be able to: 

l. appropriately describe customs regulations to costumers by indicating the main measures to follow in agreements. 
2. appropriately describe customs regulations to customers and colleagues by explaining how the law works when applying the 

measures in different trade situations. 
3. successfully explain customs regulations or procedures to advise customers when importing and exporting merchandise. 



--
Objective Tasks Skills Language focus Strategies Time alloted 

1 

1 - Describe customs R Vocabulary 2 sessions 

regulations to customers by w Vocabulary in Rules of Origin Agreement: Origin, 

indicating the main manufacturing, remain, regulations, rulings, granting, to Activating prior 

measures to follow in con fer . knowledge 

agreements 
1 

Collocations: Commercial policy, preferential rules of 
1 Origin, ad valorem, percentage criterion, preferential Skimming 

treatment, contractual or autonomous trade regimes, tariff 
classification, tariff nomenclature, processing operation, 
judicial proceedings, disguised restriction, negative standard. 
Lexical chunks to explain situations: In this case, the law 
applies ... , When the goods are classified as preferential. .. , 
The law indicates that products originated from .. . ; 
consequently, ... 

-E-mails parts (Salutation (greetings and title), opening 
sentence, body, ending, and closing). 
- Transitions part 1 (addition, agreement, similarity) Evaluating your 

learning 

Grammar 
(metacognitive: 
peer 

-Modal auxiliaries (shall (used in formal/legal documents), assessment for 

should, must, may) writing) 

-Mechanics 
-Spelling (emphasize correct spelling of any difficult word) 

Pronunciation 

1 

- Differences between modal auxiliaries (shall-should, may-

might) 



Objective Tasks Skills Language focus Strategies Time 

1 

alloted 

2 - Describe R Vocabulary Predicting 3 

customs w Vocabulary in Agreement on the Application of befo re sessions 

regulations Sanitary and Phytosanitary Measures: hereby, laws, sanitary or phytosanitary reading 

to measures, risk, sampling and testing methods, quarantine, feasibility. 

customers 
and Collocations: Pest- or disease-free a reas, potential damage, loss of production, Getting 

colleagues potential damage. the gist 

by Lexical chunks: In agreement with, assessment of risks, spread of a pest or disease, 

explaining under contractual regimes, addressed by the rule, the main measures are ... Generatin 

how the gideas 

lawworks through 

when -E-mails parts (Salutation (greetings and title), opening sentence, body, ending, and Note 

applying closing). making 

the 
1-Transitions part 11 (opposition, limitation, contradiction) 

strategy. 

1 measures (Harmer, 

in different Mechanics 2004, p. 

trade 88) 

situations 
-Spelling (emphasize correct spelling of any difficult word) 

-Punctuation Part 1 (periods) Reformul 

-Punctuation Part 11 (commas) ation 
strategy. 

Pronunciation (Harmer, 

- Contrasting final sounds in past participles and gerunds (taken-taking, addressed-
2004, p. 
313) 

,1 
add ressing) 



Objective Tasks Skills Language focus Strategies Time alloted 

3 - Explain customs R Vocabulary 3 sessions 
regulations or w Requirements to do trade transactions (capital, procedures, and 1 session 
procedures to advise anonymous society (lnc.), bank transfer) for 
customers when evaluation 
importing and Collocations: Crea te a society, make a bank transfer, pay taxes, buy -Drawing 
exporting material. attention 
merchandise. Lexical chunks: lt is important to .. , You need to ... , Before exporting, to advising 

you have to ... 

-E-mails parts (Salutation (greetings and title), opening sentence, 
body, ending, and closing). 
-Transitíons part 111 (example, support, emphasis) 

-Transitions part IV (effect, consequence, result) 

Grammar 
-Spelling (emphasize correct spelling of any difficult word) 
- Punctuation Part 111 (semi colons) -RAFT 

-Sequencing adverbs to explain customers the steps for importing strategy. 

and exporting First, you have to .. Second, ... Third, .. *(Allen, 
2016; 

Modal auxiliaries for requirements and advice: you must have a Lewis & 
capital of $40.000 ... , you shou/d buy ... , you hove to create an Thompson, 
anonymous society .... , you ought to call your lawyer before ... 2010) 

-Phrases for reminders: Be su re to .. Remember to .. 

*Allen, C. (2016). Strategy Guide: Using the RAFT Writing Strategy. Retrieved from htt :Uwww.readwritethink or rofessional·develo 



Unit 3: Communicating with stakeholders to carry out customs and trade processes 

University o/ Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. acampo 

Goal 3: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation with 
customers, colleagues, and suppliers via telephone, video chat or faceto face by using appropriate structures, vocabulary, register and 
communicative skills. 

General objectives: By the end of the unit the students will be a ble to: 

l. appropriately explain customs regulations or procedures to advise customers when importing and exporting merchandise. 
2. successfully carry out import and export arrangements by negotiating logistics and transaction processes with customers and 

suppliers. 
3. successfully problem salve, with customers and suppliers, goods delivery inconveniences by asking for instructions to follow and 

offering solutions. 



Objective 
1 

Tasks Skills Language focus Strategies Time alloted 

1 

1 - Explain s Vocabulary 3 sessions 

customs -Requirements to do trade transactions: Capital, procedures, anonymous 
regulations or society (lnc.), bank transfer. 
procedures to 
advise customers Collocations: Create a society, make a bank transfer, pay taxes, buy material. 
when importing Lexical chunks: lt is important to .. , You need to ... , Before exporting, you have Asking for 

and exporting to ... da rification 

merchandise Grammar (Do 1 have 

-Questions for consulting: How can l ... ?, What are the steps for ... ? 
to ... ?) 

-Modal auxiliaries far requirements or obligatory procedures: You must have a 
capital of $40.000 ... , you hove to create an anonymous society .... , etc. 
-Modal auxiliaries for advising: you should buy ... , you ought to call your lawyer 
befare ... , etc. 

1 

-Sequencing adverbs to explain customers the steps far importing and exporting: 
First, you have to ... Second, ... Third, ... After that, ... Finally, ... etc. 

Pronunciation 

- Plural "s" nouns: List/lists /s/, description/ descriptions /z/, fix/fixes /lz/. 

1 



Objective Tasks Skills Language focus Strategies Time alloted 

2 - Carry out s Vocabulary 3 sessions 
import and Arrangements : Cash, taxes, delivery, transactions, international logistics, etc. 
export Methods of payment: cash -in-advance, open account, documentary 
arrangements collections, etc. 
by negotiating lncoterms: CIF, FOB, EXW, etc .. 1 

logistics and Collocations: Bank transfer, delivery report, port of discharge, means of 
t ra nsact ion payment, terms of trading. 
processes with Lexical chunks to report arrangements: We need to coordinate the delivery, 
customers and we can use a bank transfer as a means of payment. -Guessing 
suppliers meaning 

-Greetings/farewells and openings: Good morning, Mr. Lynch, l'm calling from 
to .. . , Have a nice day, Mrs. Vargas. context 

1 

Grammar 
-Questions with will: What will the payment/delivery terms be? What will my 
responsibilities be? What means of payment will we use?, Do you agree paying -
cash? Negotiating 
-Future with will : The goods will be at the port in three days. meaning. 

,, 
-Sequencing adverbs to report import and export arrangements: First, a 

payment has to be made befare sending the packages. Second, ... Third, .. 

The incoterm will be CIF. This implies ..... 

Modal auxiliaries far requirements and advice: Must, should, etc. 

-Phrases far reminders : Be sure to .. Remember to .. Try not to .. , Don't forget 
to .. , etc. 

Pronunciation 
- Rising and falling intonation for questions: Do you .. ?, What will .. ? 



Objective Tasks Skills Language focus Strategies Time 
alloted 

1 

3 - Problem s Vocabulary 4 sessions 

salve goods lncoterms: CIF, FOB, EXW, etc.. and 1 

delivery session far 

inconveniences, Collocations: lnvoice arder, technical problems, terms of trading, packing evaluation 

with customers list, goods description. 
and suppliers, Lexical chunks to state a problem: We have a problem with/regarding ... , the -Organizing 

by asking far items do not fit with ... the color of the ... do not correspond to ... , there are ideas 

instructions to shortages/overages in ... 

follow and Lexical chunks to problem salve: We will send .. , the company will take 

offering responsibility far .. , it is important to call .. 

solutions -Self-

-Greetings and farewells: Good afternoon, we call from Alfipac Costa Rica. monitoring 

Thanks far your help! 

Grammar 

-Questions to ask far instructions: How can we fix this problem? When are -Praising 
you sending the items again?, What are the new delivery conditions? Can oneself far 
you send me the new invoice arder number? performance 

-Questions to offer solutions: How can 1 help you? What was your problem?, 
(self-

What kind of shortages/overages do you ha ve? Can you send me a fax with 
evaluation) 

the packing list? 
-Future with will: The new items will be in the bonded house in 15 days. We 

will salve the problem soon. 

-



Appendix U 

Lesson Plans and materials 



lAIT 
University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Unit 1: Filling out Customs Documents 

Lesson Plan # 1 
Date: August gth , 2016 

Unit Goal: By the end of the unit, the students will be able to effectively fill out customs documents by using appropriate structures, vocabulary, and 

register. 

General objective: By the end of the unit, the students will be a ble to properly interpret bilis and forms by examining their parts. 

Speclfic objectives: By the end of the lesson, the students will be able to: 

l. properiy identify technical vocabulary present in commercial invoices and packing lists by forming collocations. 

2. appropriately recognize specific terms in commercial invoices and packing lists by matching them with their corresponding abbreviations. 
3. successfully request information from a packing list by asking specific questions orally. 

4. correctly identify essential information in commercial invoices and packing lists by checking items in a checklist form. 

S. successfully interpret packing lists by asking and answering questions to check merchandise in a bonded warehouse. 

6. appropriately review intonation by asking information and yes/no questions. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Skills Language focus Strategies Time 

• Ss are welcomed to the class. The teachers introduce themselves as facilitators and 25 min 
they explain the general dynamics about the course such as participation, evaluation, 
progression of the units and rules for the class. Ss are given the syllabus and Ts and ss 
read it together. 

• Ss participate in an ice breaker activity in order to get to know each other. 
• Ice breaker: The Spider Web. Ss are given a wool roll and each time everyone 

introduces himself/herself, they pass the wool roll. The last one unscramble the wool 10min 

roll by recalling their classmates' names. 
Materials 

• Awool roll 
Warm up: Looking for my peer! R Vocabulary 10min 

1 • Each st is given a specific word in order to look for his/her peer and form a s Collocations: commercial Schema 
collocation. When they have found their peers, they present the collocations to the invoice, packing list, net activation 
class. weight, gross weight, invoice 

• T briefly and implicitly explains collocations while they present the terms. number, order number, unit 

• Strategy: T names, presents, and models the strategy schema activation by asking price, cubic meters, goods 

them to tell the class the situations in which the terms are used and the importance description, total amount. 

of them. 
Materials: UL 

• Material #1: Collocations In which situations do you 
use these terms? 
Why are these terms 
important? 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategles 1 Time 
Skills 

2 Pre-task 1: A relay race to abbreviatel R - Abbreviations found in commercial invoices and Appeaiing for 5 min 
• In teams of 5 people, ss are given a bag with abbreviations. Each st s packlng lists: packages (PKGS), kilograms (KGS), help (Brown, 

has to run fast to match the abbreviation given with the pieces (PCS), net weight (N.W), gross weight (G.W), 2000)* 

corresponding word pasted on the whiteboard. The next partner in cubic meters (CBM), telegraphic transfer (T/T), 

each team waits to relay his/her partner. Every team runs the relay United States Dollars (USO), platforms (PLTS), 

race at the same time. T and Ast model the activity briefly. invoice number (INV NO.), sales confirmation 

• The fírst team matching words and abbreviations correctly gets number S/C NO., letter of credit number L/C NO. 

chocolates. UL 

• T mentions examples of other methods of payment in international Do you know this abbreviation? 

trade and numerical figures implicitly. Do you know what this abbreviation refers to? 

• T highlights the importance of knowing these abbreviations in order 
to interpret commercial invoices and packing lists. 

Materia Is: 

• Material 112: Abbreviations 

3 Pre-task 2: Completing my packing list! R Grammar 15 min 
• In pairs, ss request information from his/her partner by asking s Wh-questions and yes/ no questions. 

specific questions using an informatíon gap activity and UL provided. UL 

Each st receives a different version of the handout (A and B). Ss take - What's the number? 

turns asking and answering questions in order to complete an lfs 
authentic packíng líst. They fill in the gaps as they listen to their - How many PCS of are declared? 
partners' answers. - PCS. 

• Ss use pictures concerning the goods in the packing listas reference. - How many packages/platforms of 

• T and Ast model the activity briefly. are there? 

• T gives feedback regarding intonation in questions implicitly. There is/are __ PKGS/PLTS. 

Materia Is: -What is the net weight? 

• Handout 111: lnformation gap activity lt weighs KGS. 

•Material 113: Pictures Confirming information: 
-Could you repeat the quantity? 
-Could you say it again? 

Abbreviations: T'"'teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

4 Pre-task 3: What's In lt? R Vocabulary 10min 

• In the sarne pairs, ss are given a checklist form in order to check the s lnvoice number, methods of payment, incoterrns, 
information that commercial invoices and packing lists usually contain. date, measurement, marks and numbers. 

Ss interact by asking questions provided in the UL. UL 

• Ss review the checklist form with the whole group while T provides -What information does a comrnercial 

irnportant insights regarding the topic. invoice/packing list usually contain? 

Materials: lt usually contains 

• Handout #2: a checklist forrn with essential inforrnation 
-Do commercial invoices/packing lists usually 
include the inforrnation? 
Yes, they do./ No, they don't. 

5 Maln task: Controlllng lmports R Grammar 
• Task phase: In pairs, ss are given a real-life situation to perforrn orally. L -Wh-questions and yes/ no questions. 15 rnin 

They read provided packing lists and descriptions in both roles. They s 
use the questions in the (UL) to interact to each other. They get UL 

prepared to perforrn both roles by practicing the questions using the - What is the .... . nurnber? 

handout. -What is the rnodel? 10 min 

• Planning phase: Ss prepare the conversation. They ask and answer 
-How rnany pieces do you see? 

questions avoiding reading. T takes notes of errors. 
-How rnany packages are there? 

• Reporting phase: Sorne volunteers share the conversations with the 
-What is the .. .... .. weight? 10 mins 

whole class. One part of the class gives feedback to sorne volunteers 
-Could you repeat ... .. . ? 

and the other part to other volunteers using a peer assessrnent forrn. 
Well, we have a problern with ..... the correct .... 
should be ..... 

• T and Ast rnodel the activity briefly. The ........ . is different 
• T provides feedback and correct errors. There is ....... 
Materials: 
• Handout #3: control of irnports 
• Peer assessrnent forrn #1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Skills Language focus Strategies Time 

Post-task: Falling or rlslng? L Vocabulary lOmin 

6 • T explains falling and rising intonation in R Where is the address? "ll 
information and in yes/no questions s When did he leave? "ll 
correspondingly by giving examples from a 

Did you print the document? J' previously recorded material. 

• In pairs, ss are given a set of information and Is the letter on the desk? !' 
yes/no questions to decide if they have failing or 

Would you like to pay cash J' or credit card "ll? rising intonation. Ss take turns practicing the 

1 

questions. Is he leaving tomorrow "ll or Sunday J'? 
• T walks around to listen to ss and correct errors 

regarding intonation, pronunciation and stress. 
Materia Is: 
• Handout #4: falling and rising intonation 
• Recording 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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lnstructions: 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Completing my pack.ing list! Version A 

Unit 1: Handout 1 

• In pairs, ask and answer questions of your partner in order to complete the 

packing /ist below. Use the expressions in the usefu/ language box to 

interact. 

Solclto-· 

CAl'R1$ ~J1' 
l'A~ Of:. ....... e .. u tlAC<>NAl lA 
IJRV"...A SAN J09E 

IZ: 

2· 

3· __ _ 

11111 Pl.TS 

• .DO PKGS 

l'CS 1 G> .>LtS 

• PCS 00 PUS 

IOOI PICGS 

Z3 PCS 111 CIO PWGS 

Useful Language 

•• 
.,..., 

•llllf(I OI) t!MIMO!t 

Whafs the number? 4. What is the 
lfs lt weighs KGS. 
How many PCS of 5. What is the 

are declared? lt weighs KGS. 
PCS. --

How many packages/platforms of Confirming information: 
are there? -Could you repeat the quantity? 

D •JO 

..,., 

net weight? 

gross weight? 

There is/are PKGS/PLTS. -Could you say it again? 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Completing my packing list! Version B 

Unit 1: Handout 1 

I nstructions: 

1. 

2. 

3. 

What's the 
lfs 

• In pairs, ask and answer questions of your partner in order to complete 

the packing list below. Use the expressions in the useful language box to 

interact. 

IN\INO SH7Q1J1500 

A~V. 
src r.o 1: 
UCNO 

OATE 2013--'-'J 

--- ......... 

l.IJO r:...c>!' -
1 

•fa , DO' P\. l~ ;:~I 
1 
1 

•CM> 1>11.cr. ••• 
1 

6 PC'.S e oo PI(~ - ""'8.0t" << fftl 1 

1 

fG 100 "l..rs • 
... 100 PLT"li •SOOO •~O DO 

'lle! :um 

tl5ot> Pll()g t!re1'J 00 1...-00 

Useful Language 

number? 4 . What is the net weight? 

. lt weighs KGS . 

How many PCS of s. What is the gross weight? 
are declared? lt weighs KGS. 

PCS. --
How many packages/platforms of Confirming information: 

are there? -Could you repeat the quantity? 

There is/are PKGS/PLTS. -Could you say it again? 



lAIT University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

lnstructions: 

Unit 1: Handout 2 

What's in it? 

• In pairs, check ./ the information that commercial invoices and 

packing lists usually contain. Use the expressions in the useful 

language box below to communicate with your partner. 

ltems Commercial invoice Packing list 
1. lnvoice number 
2. Method of payment 
3. Net weight 
4. Marks and numbers 

5. Unit price 
6. Quantity 
7. Packages 

8. Amount 
9. Total amount 
10. Gross weight 

11. lncoterm 
12. Date 

13. Measurement 

14. Sales confirmation number 

15. Total of packages 

16. Description of goods 

Useful Language 

- What information does a commercial invoice/packing Jist usually contain? 
lt usually contains ______ ~ 

-Do commercial invoices/packing lists usually include the ______ information? 
Yes, they do./ No, they don't. Do you agree? 

Well, 1 think a commercial invoice/packing list doesn't include the ------
information. 



!Jniversity of Costa Rica 
"v?aster's Program in TEFL 
V. Arguedas & Y. Ocampo 

Controlling lmports 

Unit 1: Handout 3 

Situation.: In pairs, imagine you work at U.S Customs Border Protection as a customs 

technician (Role A). You are sent with your assistant (Role B) to Security Bonded 

Warehouse, lnc in Raleigh, North Carolina. Take turns asking and answering questions 

about a merchandise coming from China you are about to check. Compare the 

packing list and the 11merchandise 11 (a description) on the next page. Use the useful 

language below to communicate. 

What inconsistencies do you find? 
l. An overage 1? 
2. A shortage2? 
3. A different description? 

Role A: Customs Technician 

You are a customs technician sent to Security Bonded Warehouse, /ne. You are 

assigned to check, with your assistant's help, a specific merchandise imported 
from China. Ask him/her questions to determine if the merchandise matches the 
packing list. Check ./ the boxes if it is correct. 

Role B: Assistant 

You are an assistant sent to Security Bonded Warehouse, /ne. You are assigned to 
help the customs technician to check the merchandise. Answer the customs 
technician's questions. Use the descriptions provided. 

Glossa_ry: 

1: an excess supply of merchandise 

2: a lack in the amount of expected merchandise 

Adapted from: http:ljwww.thefreedictiona n1.com/ 



University of Costa Rica 

"V1aster's Program in TEFL 

V. Arguedas & Y. Ocompo Unit 1: Handout 3 

Turn 1: Role A 

Packing List 

Sold to: Peterson's Store INV NO. HR20163109 O 
TRANSPORTATION: FROM SHANGAI CHINA TO RALEIGH BY AIR. 

Description of goods Quantities Packages N.W. G.W. Measurement 
(KGS) (KGS) (CBM) 

l. AINOL NovolO Hero2 32 PCS 3 PKGS 6.4 KGS 6.8 KGS 0.02 
TABLET. o o o o o 

2. BLU LIFE ONE X 
D 150PCb 4PKGCJ 15 KGSD 15. 9KGSD O. 05 

Total 182 PCS 7PKGS 21.4 KGS 22.7 KGS 0.07 

Observations: ---------------------------

Useful Language 

- What is the ..... number? 

-What is the model? 

-How many pieces do you see? 

-How many packages are there? 

-What is the ........ weight? 

-Could you repeat ...... ? 

Well, we have a problem with ..... the correct .... should be ..... 
The ......... is different 

There is ...... . 

ltem number ... is correct. 

Turn 2: Role B 

Descriptions of goods (what you see in the warehouse) 

ltem 1 ltem 2 

lnvoice number: SH20168300 lnvoice number: SH20168300 
Model: KINGSTON USB device. 

PCS: 550 PCS 

Model: ACER LAPTOPS. ASPIRE ONE. 725-0487. 

PCS: 62 PCS 

PKGS: 2 PKGS 

N.W: 12.5 KGS 

G.W: 12.8 KGS 

PKGS: 10 PKGS 

N.W: 5.3 KGS 

G.W: 5.5 KGS 



University of Costa Rica 

"v1aster's Program in TEFL 

V. Arguedas & Y. Ocampo 

Unit 1: Handout 3 

Descriptions of goods (what you see in the warehouse) 

ltem 1 ltem 2 

lnvoice number: HR20163109 lnvoice number: HR20163109 
Model: AINOL NovolO Hero TABLET. Model: BLU LIFE ONE X 
PCS: 32 PCS PCS: 150 PCS 

PKGS: 3 PKGS 

N.W: 6.4 KGS 
G.W: 6.8 KGS 

Turn 2: Role A 

Packing List 

PKGS:4 PKGS 

N.W: 15 KGS. 
G.W: 15.9 KGS 

Sold to: BEST ELECTRONICS INV NO. SH2016830cCJ 

TRANSPORTATION: FROM SHANGAI CHINA TO RALEIGH BY AIR. 

Description of goods Quantities Packages N.W. G.W. 
(KGS) (KGS} 

l. ACER LAPTOPS. ASPIRE 60 PCS 2 PKGS 12.5 KGS 12.8 KGS 
ONE. 725-0487. o 0 1 o 0 1 0 1 

2. KI NGSTON USB device 550P~1 10 PKE:J 5.3KGb 5.SKGS O 
o 

Total 610 PCS 12 PKGS 17.8 KGS 18.3 KGS 

Measurement 
(CBM) 

0.04 

o. 01 

o.os 

Observations: --------------------------

Useful Language 

- What is the ..... number? 

-What is the model? 

-How many pieces do you see? 
-How many packages are there? 
-What is the ........ weight? 
-Could you repeat .... ? 
Well, we have a problem with ..... the correct .... should be ..... 

The ......... is different 

There is ...... . 

ltem number .. is correct. 



l.AIT 
University of Costo Rico 
Moster's Progrom in TEFL 

V. Arguedas & Y. Ocompo 

Unit 1: Handout 4 

lntonation 

lntonation refers to how the voice rises on the most important word ( ! ) and falls 

f'...) at the end. lntonation can convey grammatical meaning as well as the speaking 

attitude. Correct use of intonation is necessary to convey your message correctly and 

to make you sound like a native English speaker. 

Questions ending with a falling ( ~) pitch 

lnformation questions: questions that require more than a yes/no response (such 

question words include who, what, when, why, where, which, how} 

Examples 

Where is the address? ~ 

When did he leave? ~ 

Questions ending with a rising (/ ) pitch 

Questions that ask for yes/no response (such question words include can, 

do/does/did, will, would, may, have/has, are/is, for example) 

Examples 

Did you print the document? ! 
Is the letter on the desk? ! 

Questions presenting two ar more choices 

In this intonation pattern you intonation rises ! on the first choice and then falls 

on t~ast choice. 

Examples 

Would you like cake ! or pie? ~ 
Is he leaving tomorrow ! or Sunday? ~ 

Adapted from: 

Baker, A., & Goldstein, Sh. (2008). Pronunciation Pairs. New York: Cambridge. 

Dale, P., & Poms, L. (2005). English Pronunciation Made Simple. New York: Pearson 

Education, lnc. 



Falling or Rising? 

lnstructions: 

Listen to the following questions and decide if the pitch falls (~) or rises (/ ). 

After that, take turns practicing the questions in pairs. Give a possible answer 

to your classmate . 

l. Did you receive the commercial invoice from Peterson, /ne? 

2. What are the marks and numbers? -----
3. How many packages are there in the small box? ___ _ 

4. Have you picked the packing list up already? ----
5. Are you going to pay cash or credit card? ----
6. Is the gross weight correct? - - ---
7. Will you check the merchandise now ___ or later? ___ _ 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo Unit 1: Material 1 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 

! commercial i invoice i . . 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

i packing i list i 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

i net l weight i 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 
i gross · weight i 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

• • 1nvo1ce number 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·- ·-·t 
· order ! number ~ 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

i unit i price ! 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 
· cubic · meters 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

! goods l description i 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·t 

· total amount . . 
'-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·....&..·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·· 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Unit 1: Material 2 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·i 
¡ Packages ¡ PKGS ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·i 
¡ kilograms ¡ KGS ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·i 
¡ Pieces ¡ PCS ¡ 
r·-·-·-·-·-·-·-·~·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ Net we1ght ¡ N.W ¡ 
r·-·-·-·-·-·-·-·-·~·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·i 
¡ Gross we1ght ¡ G.W ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ Cubic meters ¡ CBM ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ Telegraphic transfer ¡ T /T ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·i 
¡ United States Dollars ¡ USO ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ Platforms ¡ PL TS ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ lnvoice number ¡ INV NO. ¡ 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·1 
¡ Sales confirmation ¡ S/C NO. ¡ 
• • • 

! number ! ! 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-t-·-·-·-·-·-·-·-·-·-·-·i 
¡ Letter of credit number ¡ L/C NO. • 

1 

-·-·-·-·-·-·-·-·-·-·-·-·-·-·---·-·-·-·-·-·-·-·-·-·-·-
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V. Arguedas & Y. Ocampo 

Gasoline LPG Forklift 

Eoslift Drum 
Picker 

Unit 1: Material 3 

Eoslift Hand Table 

Electric Scissor Work 
Platform 



C.AIT University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Unit 1: Peer assessment form 1 

tj_,- Activity: Providing feedback to my classmates. 
lnstructions: Give your partner feedback on his/her oral performance, using the 

following form. 
Classmate's name: 

~~~~~~~~~~~~ 

Criteria 5 4 3 2 1 Comments 

My classmate ... 
1. uses vocabulary 

appropriately. 
2. makes use of correct 

grammar. 
3. pronounces words correctly. 

What do you suggest to 
him/her? 

5: Excellent, 4 : Above average, 3: Average, 2: Needs improvement, 1: Poor 



University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Teacher: Yajaira Ocampo 
Assistant: Vivían Arguedas 

Unit 1: Filling out Customs Documents 

Lesson Plan# 2 
Date: August 101h + 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively fill out customs documents by using appropriate structures, 

vocabulary, and register. 

General objective: By the end of the unit, the students will be a ble to properly interpret bills and forms by examining their parts. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. successfully identify basic vocabulary present in commercial invoices by completing an incomplete commercial invoice with key words. 

2. successfully recognize technical vocabulary present in bills of lading boxes by forming terms. 

3. correctly match important terms present in bills of lading with their definitions. 

4. properly examine different types of bills of lading. 

5. successfully interpret different bills of lading by performing short conversations. 

6. appropriately mark the stress within words by listening to a recording. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skllls 

Warm up: Basic information R Vocabulary 15 min 
1 • In pairs, ss refresh information studied the class before by completing w lnformation: unit price, 

a commercial invoice with basic vocabulary commercial invoices have. s amount, date, INV. NO, 
They share with other pairs the information they get using the UL. payment, quantity, 

• T asks ss other ways people can import and export goods apart from packages, descriptions, 

sea. marks and Nos. 

Materials: UL 

• Handout #5: incomplete commercial invoice -What did you write in 
number --? 

1 

We think the correct 
information is 

Pre-task 1: Forming terms! R Vocabulary Activating 15 min 
2 • The group is divided in 6 teams. They are given a plastic bag with words to s Terms: notify prior 

match. Ss decide what words match better to form terms present in bills of party/address, pre- knowledge 
lading. carried by, forwarding 

• T asks where they can find all those terms in order to activate prior agent, place of receipt, 

knowledge. After that, she talks about the importance of bills of lading for port of discharge, port of 

customs and trade processes. loading, place of 

• Ss also match each term with given examples based on a provided delivery, vessel number, 

situation. freight and charges. 

• Ss give examples of other forwarding agents they know. UL 

Materials: What word matches with 

• Material #4: Technical vocabulary from Bls ? 

• Material #5: situation and examples What example matches 
? 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss==students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures 
1 Macro Language focus Strategies Time 
Skills 

3 Pre-task 2: Who you are? R Terms: loading, delivery, discharge, shipper, 10 

• Ss are given a slip of paper with important terms present in s carrier, consignee, consignor, freight, B/L. min 

bills of lading in order to find a classmate that has the 
corresponding definition for each term. UL 

• Ss interact by asking the question "Who you are? to find the Who you are? 

definitions. l'm a/the ....... 

• T reviews with the students specific words in sorne of the Sorry, but l 'm not looking for you! 

definitions and provides synonyms while they read the terms Finally, 1 found you! 

to the whole group. 

• Ss give examples of common shippers and carriers in Costa 
Rica. 

• T emphasizes in the stress of sorne of the terms. (whiteboard) 
Materia Is: 

1 

• Material #6: Terms and definitions 1 
1 

4 Pre-task 3: Find mel R - Ocean Bilis of Lading, lnland Bills of Lading, 20 

• The group is divided in 4 teams. T asks each team to look w Multimodal Bill of Lading, Original Bills of min 
for sorne colorful papers with specific types of bill of s Lading, Telex Release Bill of Lading, Express 
lading inside the classroom. Bill of Lading, Clean Bill of Lading, and 

• Ss match the types of B/L they find with the Claused Bill of Lading. 

corresponding headings pasted on the whiteboard. The UL 

team with more types of B/L is the winner (chocolates) A is .. 

• In pairs, T asks the ss to tell the class the definition of an A can be defined as .. 

assigned type of bills of lading with their own words. A is surrendered to ... 

! 
They are given time to write the short definition. 

• T writes synonyms of key words on the whiteboard to 
help them writing the definitions. 

Materia Is: 

• Material #7: Types of bill of lading and headings 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

1 

5 Main task: Working in Florida! R UL Asking for 

Strategy: T names, presents, and models the strategy asking L Good morning/afternoon. 1 carne to receive a clarification 15 min 
for clarification. T raises awareness about the importance of s shipment/merchandise. 

asking questions such as: can you repeat it? Can you say it Good morning/afternoon. Ok, let's confirm data. 

again? in arder to clarify something they did not understand. What is the B/L NO.? 

• Task phase: Ss imagine they are customs agents and that 
What' s the shipper? 

they go to different ports of Florida to receive customers' 
Who's the consignee? 
What's the vessel number? 

shipments. They interact orally with customs officers at the What's the shipment? 
different ports by using different Bilis of Lading (B/L) . Ss The forwarding agent is .. 
move of port each time they get a new B/L. Ss read the Ok, freight and charges are prepaid; therefore, lOmin 

situation and descriptions of both roles and get prepared to you can reclaim your goods at Terminal H. 
make up short conversations based on the different bills. 

• Ss interpret the B/L by asking and answering questions. They Asking for clarification: 

use the vocabulary in the (UL) to interact to each other. Can you repeat it, please? 15 

• Planning phase: Ss perform both roles by exchanging B/L Can you say it again, please? mi ns 

with other peers. 

• T takes notes of errors. 

• Reporting phase: Sorne volunteers share one of the 
situations with the whole class. One part of the class give 
feedback to sorne volunteers and the other part to other 
volunteers by using a peer assessment form. 

• T provides feedback and correct errors. 

• T and Ast model the activity briefly. 

Materia Is: 

• Handout #6: Situation and roles 

• Material #8: Different types of B/L 
1 

• Material #9: Port of Florida- Pictures 

• Peer assessment form #2 
1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Post-task: Stress within the word L Vocabulary lOmin 

6 • T explains stress by defining it and giving examples R l. consignee 

from recorded material. s 2. consignor 

• lndividually, ss mark the stress in given words by 3. forwarding 

listening to a recording. Ss check over the exercise with 4. notify 

the whole group and decide if the stress is in the first, s. address 

second, or third syllable. 6. invoice 

• T walks around to identify possible errors . 7. shipper 

Materials: 8. carrier 

• Handout #7: Stress and exercise 9. carriage 

• Recording 10. discharge 
11. merchandise 
12. export (noun) 
13. import (verb) 
14. value 
15. measurement 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



lnstructions: 

University of Costa Rica 
Master's Progrom in TEFL 

V. Arguedas & Y. Ocampo 

Unit 1: Handout 5 

Basic lnformation 

Pair work. Complete the commercia/ invoice below with missing vocabulary. 

Share with other pairs the information you write. Use the expressions in the 

useful language box. 

Commercial lnvoice 

Id to._. .... , .. 

• AJ',.;I~ •, '-

~~fN H. f1( 1\l~ºC'41.I. •1•·7.IC':"l!.I , '· UMUC" 5A'4 J•)Sé 
l(L !'-)5{)1'. : ~·o '·•~n 

~ ~---~: ~''>-0!:.;.:..1 _______ _ L'C NO 

1.,.. ... .... _ 
;a. . JC ·~lOGf!' · ··:mi '•~lr-.11~~11 .ln~_-_l ___ _ ) ___ : ~ - --- =~----

::tF~ NO ~ - !."- - - ----------­
:Al<SPOFITA~IUo,¡ ~"!!:_".' ~'C.kA• '·""J·' : •Ltfl>.• "'=°''·' ,·- .-.~-. Rl•"A ~YSJ. --~·-·=-=-=-;:¡-~;;.;;;;===;::;;;....;......;;;:=:;;; 

s: r ·-_--_-_-_-_-_·-_· _____ .t.."'--- ... 
---+---~-4----t~---;-

.;it~LS.~•4 

f.[ \:(1:'-T.l Rte.• 
;r>1 M"q"' 
"1HOZ" AAT -..-. 

or· 
~-... ...... 
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Useful Language 

-What did you write in number ___ ? 
We think the correct information is 

-------~~~~ 
-Do you agree with information in number ? 

i! r 'f 

Yes, we do/ No, we didn't. We consider the correct information is ____ ~ 
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Working in Florida! 

Situation : In pairs, imagine you are a customs agent (Role A) and that you go to 

different ports of Florida to receive customers' shipments . Ask the customs officers 

(Role B) far your merchandise . Move to the different ports according to the Bill of 

Lading (B/L) you are using. Take turns asking and answering questions in both roles. 

Exchange the B/L with other pairs, once you use it. Use the useful longuoge to 

interact to each other. 

Role A: Customs agent 

• You work as a customs agent far different customers in Florida . Go to the different ports 

of Florida to receive shipment. Use different B/L to ask the customer officers far your 

merchandise. 

Role B: Customs officer 

• You work in one of the different ports in Florida . A customs agent asks far a shipment. Ask 

him/her questions to compare infarmation in your data base of the computer with the B/L. 

Useful Language 

Role A: Role B: 

Good morning/afternoon . 1 carne to receive a Good morning/afternoon. Ok, let's confirm data. 
shipment/merchandise. What is the B/L NO.? 

What's the shipper? 
The B/L NO. is ... Who' s the consignee? 
The sh ipper is ... What's the vessel number? 
The consignee is ... What's the shipment? 
The vessel number is ... Ok, freight and charges are prepaid; therefore, you 
The shipment is .. (description of goods) can reclaim your goods at Terminal H. 

Confirming in_formation : 
Can you repeat it, please? 
Can you say it again, please? 
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Stress with the Word 

Unit 1: Handout 7 

Stress refers to the amount of volume that a speaker gives to a particular sound, 

syllable, or word while saying it. Stressed sounds and syllables are louder and longer that 

unstressed ones. 

Stress in English 

A majar characteristic of the English language is the use of a strong and weak stress. 

Every word of more than one syllable has a syllable that is emphasized more than others. 

Accented syllables receive more force and are louder than unaccented ones. Correct use of 

stress is essential for achieving proper pronunciation of words. 

Possible pronunciation problems 

lf you place the stress on the wrong syllable: 

Desert (dry barren regían) will sound like dessert (sweet foods) 

lnvalid (handicapped person) will sound like invalid (null) 

Examples of stress patterns 

Primary stress on first Primary stress on second Primary stress on third 

syllable syllable syllable 

Tuesday Acceptance Afternoon 

President Examine Recommend 
February Employer Guarantee 
Bookstore Repairman Employee 
thirty Translation personnel 

Adapted from: 

Dale, P., & Poms, L. (2005). English Pronunciation Made Simple. New York: Pearson 
Education, lnc. 



Stress within the word 

lnstructions: 

lndividually, listen to a recording and mark the stress in each word. 

Underline the syllable that is stressed. Is the stress in the first/second/third 

syllable? 

1. consignee 

2. consignar 

3. forwarding 

4 . notify 

s. address 

6. invoice 

7. shipper 

8. carrier 

9. carriage 

10. discharge 

11. merchandise 

12. export 

13. import 

14. value 

15. measurement 
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r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

! notify l party / address l 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

ipre-carried iby i 
1 1 1 . . . 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

iforwarding iagent ¡ 
1 1 1 
r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

! place of ! receipt ! 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

iport of ~discharge i 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

~port of iloading ¡ 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

iplace of idelivery i 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

ivessel inumber · 
1 1 
r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-

f re i g h t and charges 

L--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-L·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
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Situation: Carlos Castillo is a farmer who is importing chainsaws from Indonesia to 

work in his farm in Cahuita. His customs agent Mario Serrano is in charge of the 

import process. 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
i Notify address i Mario Serrano Soto. Calles 9 y 11 Avenida i 
j j 8 Edificio Mercedes. San José, Costa j 

! ! Rica. Telephone: 87340986 ! 
! ! mserrano79@gmail.com ! 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-~·-·-·-·-:-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

! Pre-carried by ¡ MSP carr1er LTD 
1 

1 1 1 
¡·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1.·-·-·-·-·-·-·-·-·~·-·-·-·-·~·-·-·-·-1 

i Forwarding agent i DHL Global Forward1ng (Costa Rica) CO, i 
j j L TD. Calles 5 y 7 Avenida 4. San José, j 
i i Costa Rica. i r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-¡ 
! Port of loading ! Ciwandan, Indonesia ! 
1 1 1 . . 
1 1 1 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-~-·-·-·-·~·-·-·-·-·-·-·-·-·-·-·-·-1 

¡ Port of discharge ¡ Mo1n, Costa Rica ¡ 
1 1 1 . . . 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
! Vessel number ! sTAR GRIP 201603 l 
1 1 . . 
1 1 1 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·~·-·-·-·-·-·-·-·-·-·-·-·-·-

Freight and charges Ocean Fre1ght 1,350 
Terminal handle charge 580 
EDI fee 30 
Seal charges 21 

B/L fee 175 
Total $2,156 

... ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-.... ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
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r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• A person actually transporting or in charge or • • 

¡ responsiblefortheoperationofthemeansof ¡ carr1·er 1 

• transport. • • 
1 1 1 r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-y-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• All merchandise, goods, products, or commodities • • 

! shipped by ~ail, air, road, o~water, otherthan baggage, ! f re 1·ght ! 
! express ma1I, or regular ma1l. ! ! 
1 1 1 . . . 
1 1 1 r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 • The process of putting goods or supplies • • 

~ on board ships, aircraft, trains, or road vehicles. ; 1 oad i ng ; 
1 1 1 r.·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 • The act to relieve (a ship, for example) of a burden or • • 

1 .d. h 1 ! of contents; unload. ! 1 se arge ! 
1 1 1 r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• The act of transferring to another. • • 

i idelivery ; 
1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• A person offering the goods for transportation. A • • 

! person or company which engages ships owners or ! s h ,· ppe r ! 
! operators to carry cargo. ! ! 
1 1 1 r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• A person entitled to receive goods or the receiver of a • • 
1 b . ·1 h d 1 • 1 ! cargo, ut1snotnecessanyt een user. ! cons1gnee 
1 1 r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
• A person entitled to send goods. • , i The person who delivers over or commits merchandise. i cons ignor ! 
1 1 1 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 A document issued by a carrier or its agent to the 

shipper as a contract of carriage of goods. lt is also a B/L 
receipt for cargo accepted for transportation, and must 
be presented for receiving shipment at the destination. 

L--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-L..·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·.J 
Definitions adapted from: 

htt rd/www.thefreedictiona ry.com 
htt p:/Jwww.itg-rks.com/ en-us /Glossarv·of-Trade-and-Customs-Terms 
httrd/www.skncustoms.com / Bdfs1Glossa l)(%20of%20Customs%20Terms%20and%20Abbreviations . 

.rutl 
btt :l/customscentre.com/w 
content/u cloads/2013/03/glossary customs trade terms.Qdf bttp://www.skocustoms.com/pdfs/Glossary%2 
Oof%20Customs%20Terms%20and%20Abbreviations.w f 
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r:·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
• Ocean Bill of Lading • A document required for the transportation of goods overseas. • ¡ ¡ lt serves as both the carrier's receipt to the shipper and as a i 
¡ ¡ collection document. The document specifies the details of the ¡ h ~oods being transported, such as quantity, type and destination. ~ 

• l~¡;~d • Bi1i ~¡ Ladin°g- • - • - • • A le0g~j d~~~ ;~-;;t-;-~q~i-;-~d f;r· th~t~; ~;p·o-;t;ti;~ ~¡ ;;,~t~ri~i; ~~~; · . 
i i land. lt serves as both the carrier's receipt to the shipper and the ¡ 
· ¡ carriage contract. The document specifies the details of the goods • 

¡ being transported, such as quantity, type and destination. . . 
1 1 1 
r.·-·-·-·-·-·-·-·-·-·t:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
• Multimodal/Combined • This type of Bill of Lading involves a minimum of two different • 
! Transport Bill of Lading ! modes of transport land and ocean for instance Here the carrier ! 1 1 I I • 1 

¡ moves cargo by using two or more modes of transport between the ¡ 
¡ port of receipt of goods and final destination. ¡ . . 

t-:·~~---~-·-·-·-·-·-·t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
Original B1lls of Lading • Defined as the standard for international shipping and 

represent the basic process for which other variations are built 
on. When the freight is laden on board at origin, this bill of 
lading is produced and provided to the shipper. The shipment 
cannot be released to the consignee at destination as long as 
the shipper holds this document. 

• At sorne point, the shipper will release their hold on the cargo, 
usually once the shipper has been paid, and this document is 
sent to the importer by courier, so it can be presented to the 
shipping company at destination to secure the relea se of the 
freight. However, it can be a slow process in a time when 
instant communication is the norm. 

rT
0

e'i¡x-Re'i¡a";~8¡'1i;~f'wi;;'g"r;-;-hi~-p·r~~;;s-~;;slst;~-¡~¡;~;r~~j~j~·s~~di~·;~-e·s~~;~;~th;· 1 

destination office to inform the importers that the original bill 
of lading has been surrendered. Once the shipper has decided 
to release their hold on the cargo, they will surrender the 
original bill of lading directly back to the office of the shipping 
company that issued it, rather than sending it to the consignee 
vía courier. 

• This event eliminates the need for the importer to provide an 
original bill of lading at destination to secure freight and can 
speed up the relea se of freight at destination and reduce 
courier fees. This usually is requested only if the consignee is a 

-·-·-·-·-·-·-·-·-·-·-·-9!!:~~~S'!~!~"!~.0?.!3l_~~n.!Q .. __________________________ _ 



Lading. of lading and is used in cases where the shipper has decided in 
advance to release their hold on the cargo immediately. In this 
case, an original is never issued. When the freight is laden on 
board the shipper will just receive a copy of the bill of lading for 
their reference. 

• The shipper is not required to surrender anything back to the 
shipping company and neither is the importer, so freight is 
released as soon as it is available. lt also eliminates the need for 
any courier fees, since document copies can be sent 
electronically by fax or email. lt is usually used when the shipper 
and consignee are part of the same group and there are no 
negotiations required between the two either directly or via 
bank for release of the cargo. 

r:·-·-·-·-·-·-·-·-·-·~·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
. Clean Bill of Lading . A document that has no clause, notation or remarks on the • 
1 ¡ quantity or quality of goods as well as packing. lt means that the ! 

¡ merchandise has no damage apparently. Once this document is 
¡ issued, the responsibility on poor packing, damage of goods and 

1 i other handling detective fa lis on carrier. 1 

ru~~1~;~¡¿~~-;~'d·-·-·ri;t"h;~hip~~;:·~~ri~~~~;~p~~~ib1~;g;~~·d-;,·~~;~;~-;·;it:h'~-;;~-·1 
! /Foul /Dirty /Soiled ! or more of the statements mentioned in the bill of lading, they can ¡ 
¡ Bill of Lading. ¡ add a clause or clauses in the bill of lading indicating the ¡ 
L·-·-·-·-·-·-·-·-·--L~i~~~~~~!.n.!r~~~.d.!.~l~!C:~~[!.<!.a.~~[~'-º.r-~~;~p-~t_g.°-9.d¿:_. __ j 

Sources: 

http:lfweb.cds-worldwide.com/blog/3-!ypes-of-Bills-of-Lading-and-TheiJ-KeY:Differences 

http: l/howtoexportimport.comJ Different-types-of-Bill-of-Ladin_g-46.aspx 

https:l/www.efinancemanagement.com/ international-financial-management/bill-of-lading-and-its-

htt p: l/scanweJlnetwork~cDm/site_s/defaulttfllesoYPES%200F%20BILLS%200F%20LADING. pdf 

http~t/shipp~andfreightresource.com/difference-between-telex-release-and-express-release/ 



LAH 
Logística Integrada 

SHIPPER 

JIAXING BROTHERS HARDWARE PLASTIC CO., LTD 

UlNXING VILLAGE, YUXIN TOWN, JIAXING (ITY. 

ZHEJIANG, .CHINA 

CONSIGNEE 

MEGA LINEAS S.A. 

MECHANICAL SOLUTIONS. 903 South America Way. 
Miami, FL 33182. Phone: (305) 597-4649. 

NOTIFY PARTY 

SAME AS CONSIGNEE 

Ocean Vessel 

XIN HONG FONG 

Port of Oischarge 

Miami Seaport 

Num ers 

,. 

f!.'kgs. 

COMBINED TRANSPORT 

BILL OF LOADING 

B/L No. 

SJOALI 063-2016 

Forwarding Agent - Reference 

TIGER INTERNATIONAL SHIPPING CO. LTO 

4FL, BAOFENG BUILDING, N0.2006 DONMEN SOUTH ROAO, LUOHU 

SHENZHEN, CHINA 

RECEIVED FOR SHIPMENT from the MERCHANT. the GOOOS or 
CONT AJNERS or other PACKAGES mentione<i above to be transpor:ed as 
provided herein. by ar.y mode of transport for ali or any part of the Carnage. 
SUBJECT TO ALL THE TERMS ANO CONOITJONS appearing on the foce and 
bad< hereor and in the CARRIER"S applicable Tariff. to wich the Merehant 
agrees by accepting lhis BILL OF LADING. On O:iginal BILL OF LADING must 
be surrendered, duly endorsed. in excnange for llle GOOOS or CONTAINERtS) 
or other PACKAGES. the o!hers to stand void. 

,Oescription o G.W. KGS M3 

EITU 0033461 - ls-HlPPER'S L01D, t oUÑT ~Ñ5 SEAL: -

1 SEAL: EMCAPW4015 

1 

References: 

Freight & Charges 

CEAN FREIGHT 

FORWARDIN~ AGp.·­

ASDALLAH LOG1st 

1660 CTN 

Tons /Vol 

1X20 OC WITH 1660 SOXES CONTAINING STEEL BOX 
23,429.45 Kg 28.76 CSM 

(Cajas metálicas para uso eléctrico) 

Connect with vessel ARSOS 183s 

Rate Per Prepaid Collect 

$2,350.00 

Payable At: Place and date of issue Date 

N JOSE SHANGHAI, CHINA 03-jun-16 

No. Of Original B/L(s) 
ONE{l) 

AS CARRlER 

l 



·--m-MEOITERRANEAN SHPPIN~COMPANY SA BltLOF LADING No. MSCUXP59.141 O 

12-14. chemin Rieu - CH -1208 GENEVA. Switzerland 
ORIGINAL "i=ar\-T~"" ·t;,orr.d.._, 

T~t-Oa..c. l ) 

No.&·SEQUEHCE OF ORIGIAAL B/L·s 1 NO. OF RIOER PAGES website: WW..V.fnSC.ct!fn SCAC Code: MSCU 1 Of Three o Zero 

SHIPPER: . i:lf.~ '10 éd•s.327 CARRIER"S AGENTS ENOORSEMENTS: (lnciude Agent(s) zl PO Oí 
BEU!HG CXP IMPORT & EXP0RT CC>.IJ1>' 
RM.701 OATONG PLAZA.21~.~ SHSPPER'S l.OAD. C0UHT ANO SCALED. ~has"° ~íllty or ""'9'0a>iWty ~ tor ~rm.11 

C11AOYANG,BEIJING,CHINA, 108027 5os:s. ord.am.a99 ~h toods by r'U$OI'\ d ~ ~ioft.& In ~pNñc tarn~ durin9 O... 
wlni.r.poriod.. ·2r1d I or uuwd by ln.adeqwlt• pxking ot O... Goo~ tor c..arrbge ia dry-v.an cc:-ltalnu3., and 
I O< ~ W:. ot the Goocb. tn suc:h i.mp.raiuru. 

FO,.F<:I. 
u..,.-oNumbor: .... s .. 

_g;l.t§IGNEE: This BIL is no! negotiab!e u!lless ma:l<eó "To On:f.,.. e< "To Order of _: he-e. 

FAST LANE CO. 1East13th Street. Suite 324, Box #6 
NEZ 

220i3 

Riviera Beach, FL 3340'.> .. Phone: {561) 844-1702 917 • -. 
r<OllfY PA._~ : (M:> .._,..._,, stQI......, i......._ori. ~.is- far fauo to ro4ifr--a..... 20) -
CEh'EX COSTA RICA. S.A. . FRANCISCO NUNEZ PORT OF OISCHARGC AGENT: 
PLAZA ROBLE. EDDFICIO EL PORTICO PISO CARBALLO &.iEDtTERRANE.AN SMIP'PING COMPA.NY COSTA 

36558 -1000 ESCAZ\J, SAN JOSE TEi.: +506(2201 )2206 RtCA.SAOACENTRO LA SABANA . EOU:ICIO G 

COSTA RICA -. FAX: PIS02 ·OFICINAS 
RFC: 3101018809 +506(2201~021917 s~.Jow 

l1Mllllli Ph0ft9 : +SOG 2' \ SS'J.S 
F.n: ~:291 SS40 

VESSELANDVOY.t.GENO c-a.-u91 PORT OF LOAOING - PlACE OF RECSPT: (Combined Tran5PO" ONLY - see Clause 1 & s.2) 

MSC TERESA- FD624W T.anjinxing3ng xxxxxxxxxxxxxxx 
~-..BOOl<ING REF. <ocr SHIPPER"S REF. POIU OF OISCHARGE !'V.CE OF DElJVERY : ICotrb;ned Transoort ONLY - sec Clause 1 & 5 .21 

7QAFAFXGNN2413 
Sel)lice Contract Number 
88215-1 1 West Palm Beach xxxxxxxxxxxxxxx 

PARTICULARS FURNISHE.D B·Y TH E S .HIPPER - NOJ C .tt.ECKED ~y CA.RRIER - CA.R .RIER NOT RESPONSIBLE (see Ctause 14) 

Contai,,er Numbers, S~al Descriplion ofPac:lc3ges iand'G~ Gross · Cargo Mcasurcment 
Numbers and Marlcs (Continued on allaCtled 8111 cf Lading Rid~ pages(s), lf appíocahle) Weiaht 

MSCU6122018 6 Pallet(s) ofWEARING PLATE 25.552.000 kgs. 20.l&ocu. m. 

20.0RYVAN - . 
Seal Number: 

FEX9209786 
Ta re Weight : 2.280 kgs. -
Marl<s and Numbers: N/M' . - . 

. 
))tal ltems: 6 TOal: 25.552.000kgs. 20.160 cu.m. 

-
Freight Prepaid 

-

-
~-

. 

. . 
FREIGHT & CHARGE: Ca.rgo snall not be delivere:1 unles.s Fretght & Charge:s a.-e paid(see Cbuse 16) -

AE~cO byV...CatrlerW..a;pp.vicrCpd on:t• ~ CX1rdiUon(uriOS3~l:s..-_ ,, &C~ ·- 1 """'" 1 ~ COU.ECT 2xed hanlln)U.~tal~or~oi ~Ofo\hct~Ot 1.#\C 

Oc:unF,..1g.ht j luso 
indk:aMd ktow~entitltid Catrier sltecel;iit for~ ~~lO.Mllt'O lenns 

2.000.0C v:¡:¡¡ .~ ord --- from lllo Ploce af r::.cape 0< Port af U»ding 1D 1l>o Po<t al 
T•nn;,,..,, Kal'tdllng Ctur¡.: ,, 1.S.00 ll!>darge °' Plxe ofOolhl...,, --·-ll'ACCSPTl>IG THIS SU 

!~ ~ - ~ .. ~ ~ 1lE UER0W<T1')1PRESSl.Y ACCEPTS A"l:JAGREES TO M.l 
THC • 770 .00 D<Y 770.00 THé TEl'IMS N<D CDCllnONS. -..>ET>ER PRltnBl. STAMPED OR 
?OL Bn..LF- 1 !CJ<Y 454 ,00 CHY 6SO. OO <m<eRWlSE ~ ON THI$ SIDENJD ON 1>iE l\EVERSE S1DE OF 

THIS BIU. OF LAONG ~ 1>iE TERMS AAD alfCXT10NS OF"TliE 
0.d'*rM~u. : TOTAL FREJGWT & CHARGES uso L000.00 úllO ,_ CARRJER S APP'LJCArBLE. T~ ,z.,S lf niEY YleRE AlJ.. StGIED 9YtHE 

CNY 1.2ZUO MERO<AHT. 

~-b• NlgOlloble(fo ~/o~ lli!l cfi..w.g.o.,.odglnol S;JJ af~. ~ 
__,,.,..,. .. -oy ................ ,,,.C>nie"~-, __ 
o.-ng F•.,;¡¡te.., dlaogeol;., ~ro. llloGood&., •o~ Order. n 

- ttai& ·;s • non-negotiable (~) 6ifll af L.»ng, U\e CanW 3lhalf dOÍNW tN Goocb . ori..uo•Oellve<y O(der(>llo<p•ym-of.....-lng ftwighl ond ~ .. ) 
~o.eur'r91"1:ter"ofonc~Béflofl..adingorWI~""""'°"' 
n~ ~-O. Port.of ~ °' Pbce ot OtGvoy ~or iis;ric>Picolbfo. 

IN WTTNESS wtEReOF d'le C:amer « 1Mir AQWC hM. lignod tho l'Ul\bor cf Stu: 
a1~.....,.,h_ .. .,,,_ ....... ...r._ord--....O.""""'"'ª"' 
or~ ha bMWI' ~ :il oOI« 19Db ot U4i.ng ;.ai bl ~ 

- _, _, ,., -.-··~ ·r · ··~.r-·,., .. ..,. 
"! ' >·1 :~.-¡· - ~ ~ ~ ·. . .... : :·.' : ·: 

1 
. ti: !:; •!l ~- :;~ ~ ~ ~ ~ ;;i: ~ · .\\· ! '_· ·1 } .. t.~¡ J t ~ - -

DECLAREI) VALUE (Only ll>Plicable if M Valorem CARRIER'S RECEIPT (No. of Cnt,,; or Pl<gs rcvd by 

:::v;.:qr.~~T'°"""'SAi c:hataes oaid - see Cause 7 .3) camer- see Oause 14.1) 

xxxxxxxxxxxxxxx 1 cntr 

PlACEAND DATE DF ISSUE SHIPPEO ON BOARD DATE 



NOT NEGOTIABLE UNLESS CONSIGl!!ED "TO ORDER" OCEAN BILL OF LADING 
Shipper 

YlWU J&H IMP. & EXP. CO., LIMITED 

Consigne e (if 'To Order' so indica~e) _ 

10426 Alta Orive 
USA'S STORE. Jacksonville, Fl 32227 
Phone: (904) 714-3102. Fax: (904) 714-3303 

Notify Party (No clafm shafl attach for failure to notify) / 
(. 

\ 
SAME AS CONSIGNEE \ 

Pre-Carriage by 

v~SKilLE V.067E 

Port of Loading 

NINGBO, C~NA 

¡ 
/ 

Place of receipt 

Port of discharge, 

Port of Jacksonville 

ll B/LNo. 
ASNGB601242 

AIR SEA WORLDWIDÉ LOGISTICS LTD. 

m~~~Jt3m.f:im~a.i 

as the Carrier 
HONG KONG 

RECEIVED by the Carñer the Goods as specified below in apparent g0:0d order 
and condilion, unless otherwise stated, to be transported .to such place as 
agreed, authorised or permitted in this Bill of lading and subject to all f!le terms 
and conditions appearing on the front and revérse pages of this BiU o"f Lading 
to which the Merchant agrees by accepting this Bill of Lading, any local 

1 privileges and customs notwlthstanding. 

The particulars given below are stated by the shipper and the weight, measure, 
quantity, conditlon, contents and value of the Goods are unknown to the Carrier. 

For delivery of goods please apply to: 

Place of derivery 

I Container No. . Seal No. 

Marks and Numbers 

Numberof 
Containers 
orpackages 

Kind of packages; description of goods ,..- Gross weight 
KGS 

Measurement 
CBM 

1 
1 

~ 
~ 

, ~\ 

-= ~ 

DRYU9698019 
2306321 

N/M 

CTN~ 

323u CHRISTMAS CRAFTS 

KGS 

6,200.00 

_,-~ 

1 

( 
¡ \ 

\ 

CBM 

68.000 

"J>S PER LOCAL REGIJLATIONS. PoR; AlJTHORITIES ANQIOR CUSTOMS AUTHORrTIES AT DESTINATION MAY RELEASE CARGO TQ NOTIFY PARTY OR CONSIGNEE WITHOUT 
PRODUCTION OF ORIGINAL BILUS OF LAQING ANO WITHOl.JT, NOTIFY1NG CARRIERS. CARRIERS Wlll NOT RESPONSl8LE FOR SUCH ClEUVERY ANO DO NOT,ACCEPT ANY LIABIUTY." 

/ 

"~HIPPER'S ~OAD, STOW, WEIGAT ANO COUNT" 

\ 

• Total number ol Containers or other • • 
packages or units received by the. S~Y ONE (1X40HQ) CONTAINER (S) ONLY 
~c_a_rn_·e_r_(m_w--.ord_s_)_·--.~--.--.--.~ ....... ~~~~--. ........ --.--.~--.~---~--.~~~~--.~~~--.~'-~~~~~~~~~~~ 
Freight and charges Prepaid Collect Excess llmit declaration as per Cla~e 15 

FREIGHT COLLECT $ One (1) original BiU of Lading must be surrendered duly endorsed in exchange 
314ll.OO for the Goods or delivery arder. In WITNESS whereof one (1) original Bill of 

Lacling has been signed if not otherwlse stated below, the same being 
accomplished, the other(s), if any, to be void. 

Freight payable at Number of Original B/l (s) Place and date of lssue 

NINGBO JUL 01, 2016 

LADEN º?lSfi~§~ 01, 2016 
Date , 



University of Costa Rica 
Masters Program in TEFL 
V. Arguedas & Y. Ocampo 

Unit 1: Peer assessment form 2 

tj Activity: Providing feedback to my classmates. 
lnstructions: Give your partner feedback on his/her oral performance, using the 

following form. 
Classmate:. __________ _ 

Criteria Yes Needs No Comments 
My classmate ... improvement 
1. uses vocabulary appropriately. 

2. makes use of correct 
grammar. 

3. pronounces words correctly. 

4. makes use of appropriate 
intonation in questions. 

What do you suggest to him/her? 



lAIT 
University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Teacher: Vivían Arguedas Malina 
Assistant: Yajaira Ocampo Monestel 

Unit 1: Filling out Customs Documents 

Lesson Plan # 3 
Date: Wednesday, August 171

h , 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively fill out customs documents by using appropriate structures, vocabulary, 
and register. 

General objective: By the end of the unit, the students will be able to appropriately fill out forms by making use of bilis and incoterms. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. successfully recognize technical vocabulary about parts or elements included in a bill of lading by defining concepts. 

2. appropriately identify incoterms related to bilis of lading by associating concepts with definitions. 

3. successfully recognize content included in a bill of lading by requesting information orally from partners. 

4. accurately determine commonalities between a commercial invoice anda bill of lading by asking each other questions. 

S. correctly fill out a bill of lading by using information from a commercial invoice. 

6. accurately recognize word stress patterns by classifying words on the board. 

Abbreviations: T=teachcr, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
* BL= bill of lading 



Obj. Procedures Macro Language focus Strategies 

Skills 

1 Warm-up: Guess the word? s Terms: Package, Shipper, Consignee (buyer), 

• Greeting, write the date, the objective & check Carrier, lncoterm, Commodity (products), Pallet Circumlocution 

attendance (wooden crates), Prepaid, Collect, Location 

• Ss work in pairs during a competition. They sit facing each 
other. St that gives the back to the board should not turn UL: 

around to see the word the Ast shows. The other S tries to • This concept relates to ... 

define the concept presented far his/her partner to guess • This is a section in the BL that... 
it. Every time a team reaches the objective they will say • This word is about... 
"Stop!" to get a point on the board. They will fallow rules • This part of the BL is about... 
such as not speaking Spanish, not saying the word befare 
a definition, not using mimic. Sorne winners get candy as a 
prize. 

• T and Ast model the activity by using the UL and one word 
from the given vocabulary. 

Materia Is: 

• Unit 1: Material 8 (Words, UL cards) 

2 Pre-task 1: Domino lncoterms R,S Terms: 

• Ss work in groups of 4 in arder to match definitions with • Free Alongside Ship (FAS) 
the corresponding incoterms. T checks the solution of • Free on Board (FOB) 
the game and volunteers can retell the incoterms using • Cost and Freight (CFR) 
their own words. • Cost lnsurance and Freight (CIF) 

• The students are given a handout with the solutions • Ex Works (EXW) 
from the game about incoterms included in BL • Free Carrier (FCA) 

• Carriage Paid to (CPT) 
Materia Is: • Carriage and lnsurance Paid to (CIP) 
• Unit 1: Material 9 {Small envelopes with dominoes • Delivered at Terminal (DAT) 

inside) • Delivered at Place (DAP) 
• Unit 1: Handout 8 ( Domino Solution far the students) • Delivered Duty Paid (DDP) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
* BL= bill of lading 

Time 

15 min 
(5:00-
5:15) 

1 15min 
(5:15-
5:30) 



3 Pre-task 2: What is in your Bill of Lading? R, S UL 

• Ss are given a handout either a handout with version A • Does your document have the BL #? 
or B. The handout is about a BL with information • Is the incoterm free on board? 
written in specific sections. First, they stand up, walk • What is the consignee information? 
around the class and look far a person who has a • What is the third party address? 
different version from his or hers. Second, they work in • Does the carrier have the seal number? 
pairs while standing in arder to request the missing • Is there any special instruction? 
information in each handout. Ss take turns asking • Did the customer arder pallets? 
questions. Finally, T checks the answers about the • How many packages does the carrier 
complete BL. information have? Which types? 

• T and Ast model the activity by using the UL and What's the weight of the boxes? • 
handout 9 

Materia Is: 

• Unit 1: Handout 9 ( BL Role A & Role B) + UL Cards 

4 Pre-task 3: Commercial lnvoice vs Bill of Lading R,S 1 UL 

• Ss work in pairs with a given handout. One Ss get a real What is the ... in your commercial invoice? 

commercial invoice and the other one has the BL. They What is the ... in your bill of lading? 

compare the information included in each document to ./ lnformation on the exporter and the 

verify the congruency. They use a checklist to confirm importer (name and address)? 

the commonalities in both documents. T checks the ./ Date of issue? 

answers. ./ lnvoice number? 

• T and Ast model the activity by using the UL and ./ Description of the goods (na me, 

handout 10 quality, etc.)? 
./ Unit of measure? 

Materia Is: ./ Quantity of goods? 

• Unit 1: Handout 10 (Checklist, Commercial lnvoice & ./ Unit value? 

BL) + UL Cards ./ Total ítem value? 

• Unit 1: Material 10 ( Authentic BL & Commercial 
lnvoice) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
* BL= bill of lading 

20 min 
(5:30-
5:50) 

20 min 
(5:50-
6:10) 



5 Task: Fill out the Bill of Lading w,s 
• Task phase: Ss form 4 groups. All the groups are given the UL 

same incomplete BL sample. Each group gets a different • Does your document have the BL #? 
commercial invoice to fill out the BL. A leader is in charge • Is the incoterm free on board? 
of asking the members of the team about the information • What is the consignee information? 
the commercial invoice contains in order to fill out the • What is the third party address? 
form. The rest of the members get a copy of the • Does the carrier have the seal number? 
commercial invoice assigned per team. T assigns roles and • Are there any special instructions? 
gives instructions. • Did the customer order pallets? 

• Planning phase: The leader asks the rest of the team • How many packages does the carrier 
members information included in their corresponding information have? 
commercial invoice by using UL. • How much do the boxes weigh? 

• Reporting phase: A volunteer in each group presents the 
information to the rest of the group. This person will say 
how useful or complete the information from the 
commercial invoice was in order to complete the BL. 
T and Ast model the activity briefly 

Materia Is: 

• Unit 1: Material ll(A kit per group which includes an 
incomplete Bill of lading anda commercial invoice) + 
Cards with UL. 

1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
* BL= bill of lading 

30min 
(6:10-
6:40) 

1 



16 Post-task: Where does the accent go? W,S Vocabulary 

• Ss are given words to be classified according to specific packages, customer, measure, 
word stress patterns. quantity, commonalities, commercial, 

• T checks the answers and ali the group pronounces the incoterms, importer, exporter, prepaid, collect, 

words correctly. pallets, insurance, delivered, 

• T models the examples on the board . loading, discharge, weight, destination, 
insurance, unloaded, exporting, importing 

Materia Is: 

• Unit 1: Material 12 (Words, Stress Patterns) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful Ianguage 
* BL= bill of Iading 

lOmin 
(6:40-
6:50) 



Unit 1: Handout 8 

CAIT 
University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Domino Solutions: lncoterms 

Free Alongside Ship (FAS) The seller must transport the goods all the way to the dock, clase enough 
to be reached by the crane of the ship it will be transported in. 

Free on Board (FOB) The seller is obligated to bring the goods all the way to the port, clear the 
goods far export, and see that they are loaded onto the ship nominated 
by the buyer. Once the goods clear the railing of the vessel the buyer 
assumes the risk. 

Cost and Freight (CFR) The seller covers all the costs of bringing goods from their origin to the 
port of destination, including carriage costs and clearing the goods far 
export except far the insurance. 

Cost lnsurance and Freight The seller (not the buyer) assumes the risk (and therefare is responsible 
{CIF) for purchasing insurance) far the goods during transit from origin to the 

port of destination. 
Ex Works (EXW) 1 The seller makes the goods available to be collected at their premises 

and the buyer is responsible far all other risks, transportation costs, taxes 
and duties from that point onwards. This term is commonly used when 
quoting a price. 

Free Carrier (FCA) lt is the seller's obligation to hand the goods over to the first carrier at 
the named place once they have been cleared far export. 

Carriage Paid to (CPT) The seller assumes most of the cost of transportation of the goods 
including export fees, carriage charges, and fees at the port of 
destination. Seller does not pay far insurance - that is the buyer's 
obligation. 

Carriage and lnsurance Paid The seller assumes most of the costs of transportation including export 
to (CIP) fees, carriage charges, and fees at port of destination. 
Delivered at Terminal {DAT) The seller covers all the costs of transport (export fees, carriage, 

insurance, and destination port charges) and assumes all risk until after 
the goods are unloaded at the terminal. 

Delivered at Place (DAP) The seller pays all the costs of transportation (export fees, carriage, 
insurance, and destination port charges) up to and including the delivery 
of the goods to the final destination. The buyer is responsible to pay only 
the import duty/taxes/customs costs. 

Delivered Duty Paid (DDP) The seller assumes all the risks and costs of transport (export fees, 
carriage, insurance, and destination port charges, delivery to the final 
destination) and pays any import customs/duty. 

Taken and adapted from 

http:/(Www.universalcar,go.com/incoterms-definitioos- ¡¡art-1-exw-fca-t_as_-fob/ 



L.AIT 
~ University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 
Unit 1: Handout 9 

What is in your Bill of Lading? Role A 

lnstructions: ask you peer far information that your BL lacks and practice the useful language. 

BILL OF LADING 

. . . 
Name: Bill of Lading Number: 01243490395948549 
Address: 

City/State/Zip: -AR CODE SPACE 

SID# FOB: O 

SHIPTO CARRIER NAME: 
Name: James Miller Location # ATL-76 Trailer number 

Hardware 
Address A TLANT A: GA 3031 O Seal number(s) 

Ci1y1s1a1e1Zip: 4567 Peach Street 
CID# 

11--S-C_A_C~:~~~~~~---------------------------------l 

THIRD PARTY FREIGHT CHARGES BILL TO: 

Name Same as consignee 
Address: 

FOB; O Pro number: 

-AR CODE SPACE 

City/State/Zip: Freight Charge Terms: 
1--S~PE~C~l-A_L_IN_S_T~R-U_C_T_IO_N_S_:----~~~----------~ Prepaid _ Collect__ 3•d Party ~ 

Do not break down the skids o 
(check 

box1 

Master Bill of Lading with attached underlying Bilis of 
Lading 

GRAND TOTAL 

DLI G UNIT 

QTY TYP 
E 

-. -
NUMBER # WEIGH PALLET/ ADDITI NAL SHIPPER INFO 

PKGS T SLIP 

PA GE 

QT TYP WEIG 
Y E HT 

(CIRCLE 
ONE 

y N 
y N 

y 
y 

COMMODITY DESCRIPTION 

H. Commodities requíring special or additional NMFC # 
M. care or attention in handling or stowing 
(X) must be so marked and packaged as to 

ensure safe transportation with ordinary 
car e 

GRAND TOTAL 

CLASS 



University o/ Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo Unit 1: Handout 

What is in your Bill of Lading? Roje_B 

lnstructions: ask you peer for information that your BL lacks and practice the useful language. 

BILL OF LADING Page1 of __ 

. -. 
Name: Equipment & Technologies 

Address: Minneapolis, MN 55402 

City/State!Zip: 45 South 7th Street 
SID#: 

SHIPTO 

FOB:D 

Bill of Lading Number: --------~ 

BAR CODE SPACE 

CARRIER NAME: FEDEX 
Name: Location # Trailer number: A32 3 Í 

Address: 

City/State/Zip 

CID#: 

THIRD PARTY FREIGHT CHARGES BILL TO: 
Name: 

Address: 

City/State/Zip: 

SPECIAL INSTRUCTIONS: 

Seal number(s): 23421 
SCAC : 

FOB: D Pro number: 586620676664 7 

:AR 1.;o:::>E SPACE 

Freig ht Charge Terms: 

Prepaid Collect X 
3'º Party _ _ 

Master Bill of Lading: with attached underlying Bilis of Lading 

C-US MER ORDER NUMBER # 
PKGS T 

GRAND TOTAL 

HANDLIN PACKAGE 
G UNIT 

QTY T QTY TYPE WEIGHT 
y 
p 
E 

10 s 400 
1 Boxes 6,000 

k 
i 
d 
s 

PALLET/ 
SLIP 

(CIRCLE 
ONE 

Y 1 N 
Y Í N 

y N 

(check 
box) 

ADDITIONAL SHIPPER INFO 

Commodities requiring special or NMFC # 
additional care or attention in hand ling 

or stowing must be so marked and 
packaged as to ensure safe 

trans rtat ion wi!h ordina care. 

Plastic Articles subJect to IT 15660 

item 171 

GRAND TOTAL 

Adapted from http://www.shipnorthamerica.com/htmfíles/shí pdocs.html 

CLASS 

150 



CAIT 
University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Commercial lnvoice vs Bill of Lading 

Role : Bill of Ladin g "Oriente Triangle Latin America lnc." 

lnstructions: 

Unit 1: Handout 10 

A) Work in pairs. Compare the information from your document with your partner's and check (Yes) or (Ne 

accordingly. 

Question : Does your document have .. . ? 

... the information on the exporter and the importer? Yes __ No 

... a date of issue? Yes No -· -

.. . an invoice number? Yes No 

... a description of the goods (na me, quality, etc.)? Yes -- No 

... the unit of measure? Yes No --

... the quantity of goods? Yes - - No 

... the unit value? Yes No --

... the total item value? Yes No -

B) What elements did you find in both documents? 



C::.AIT 
University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Commercial lnvoice vs Bill of Lading 

Role: Commercial lnvoice "Oriente Triangle Latin America lnc." 

lnstructions: 

Unit 1: Handout 10 

A) Work in pairs. Compare the information from your document with your partner's document and check 

(Yes) or (No) accordingly. 

Question: Does your document have ... ? 

... the information on the exporter and the importer? Yes~- No 

... a date of issue? Yes No -

... an invoice number? Yes No -

... a description of the goods (na me, quality, etc.)? Yes - No 

... the unit of measure? Yes No -

... the quantity of goods? Yes - No 

... the unit value? Yes No -

... the total ítem value? Yes No -

B) What elements did you find in both documents? 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Vocabulary: 

l. Package 

2.Shipper 

3.Consignee 

4.lncoterm 

5.Commodity 

6. Pallet 

7.Prepaid 

8.Collect 

9.Location 

10. Car 

Unit 1: Material 8 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. acampo 

Unit 1: Material 9 

00,M llNO INCOTERMS 



Free Alongside Ship (FAS) The seller is obligated to bring the goods all the way to the 

port, clear the goods for export, and see that they are loaded 

onto the ship nominated by the buyer. Once the goods clear 

the railing of the vessel the buyer assumes the risk. 

Free on Board {FOB) The seller covers all the costs of bringing goods from their 

origin to the port of destination, including carriage costs and 

clearing the goods for export except for the insurance. 

Cost and Freight (CFR) The seller (not the buyer) assumes the risk (and therefore is 

responsible for purchasing insurance) for the goods during 

transit from origin to the port of destination. 

The seller makes the goods available to be collected at their 

Cost lnsurance and Freight (CIF) premises and the buyer is responsible for all other risks, 

transportation costs, taxes and duties from that point 
onwards. This term is commonly used when quoting a price. 

Ex Works (EXW) lt is the seller's obligation to hand the goods over to the first 

carrier at the named place once they have been cleared for 

export. 

Free Carrier {FCA) The seller assumes most of the cost of transportation of the 

goods including export fees, carriage charges, and fees at the 

port of destination. Seller does not pay for insurance - that is 

the buyer's obligation. 

Carriage Paid to (CPT) The seller assumes most of the costs of transportation 

including export fees, carriage charges, and fees at port of 

destination. 



Carriage and lnsurance Paid to (CIP) 

Delivered at Terminal (DAT) 

Delivered at Place (DAP) 

Delivered Duty Pa id (DDP) 

The seller covers all the costs of transport (export fees, 
carriage, insurance, and destination port charges) and 
assumes all risk until after the goods are unloaded at the 
terminal. 

The seller pays all the costs of transportation (export fees, 
carriage, insurance, and destination port charges) up to and 
including the delivery of the goods to the final destination. 
The buyer is responsible to pay only the import 
duty/taxes/customs costs. 

The seller assumes ali the risks and costs of transport (export 
fees, carriage, insurance, and destination port charges, 
delivery to the final destination) and pays any import 
customs/duty. 

The seller must transport the goods all the way to the dock, 
close enough to be reached by the crane of the ship it will be 
transported in. 
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• Authentic Commercial lnvoice 

• Authentic Bill of Lading 

• Commercial lnvoices 

• Bill of Landing Sample Format 

Unit 1: Material 10 



BILL OF LADING Page 1 of __ _ 

Name: 

Address 

City/State/Zip: 

SID#: 

SHIPTO 

Bill of Lading Number: -------~---

FOB: D 
A RIER NAME: 

Name: Location #: Trailer number: - - - ---
Address 

City/State/Zip: 

CID#: 

Na me: 

Address: 

City/State/Zip: 

SPECIAL INSTRUCTIONS: 

CUSTOM 
ER 

ORDER 
NUMBER 

GRAND 
TOTAL 

#PKGS 

HAN PACKA 
DLIN GE 

G 
UNIT 

WEIGHT 

y N 
y N 

y N 
y N 

\IVnere the rate1Sdependent en va iue. sh1ppers are reciu 1red to state 
specífically 1n wnt1ng the agreed or declared value of the property as 
follows: 
"The agreed or declared value of the property 1s speofically stated by 
the shípper to be not exceedíng 

oer 

Seal number(s) : 

SCAC: 

Pro number: 

Freight Charge Terms: 

Prepaid ---- 3rd Party __ _ 

o with attached underlying 

COD Amount: $ ----------

Fee Terms: Collect: O Prepaid: O 
Customer check acceptable : O 

NOTE Liability Limitation for loss or damage in this shipment may be applicable. See 49 U.S.C. D 
14706(c)(1)(A) and (B). 

. sub¡ect to mdMdua y · eterm1ned rates or contracts that 
have been agreed upen in writing between the carrier and sh1pper, if 
appl1cable. otherw1se to the rates. class1f1ca1íons and rules that have 
been establ1shed by the carríer and are avaílable to the sh1pper. en 
request. and to ali a •cable state and federal re lations 

SHIPPER Trailer Loaded: Eiej h Count~J:i : 

SIGNATURE I 
DATE 

IJ By Shipper 

The carrier s a not make de 1'very o this shipment without paymentoflreight and 
ali other lawful charges. 
_ ___ _ _____________ .Shipper Signature 

CARRIER SI NATURE I PICKUP DATE 

This is to cenify that the 
abOvc namcd materials are 
properly classrficd. 
packaged. maA:ed and 
libeled, and are in proper 
conditi<Jn fQC' lr.1MPort.abon 

IJ By Shipper 

IJ By Driver IJ By Driver/pallets sa id to contain 

Camer acknowledges rece1p1 of packages and required piaca ros. camer cen.1f1es 
errergency response informa11on was made available andlor carrier has the OOT 
errergency response guidebOOk or equivarent docurren1a1ion in the vehicle 

aecoruing to tne a~b't 
reguta11ons of the DOT 

Taken from 
hn ·//www.shi orthamerica.com/htmfiles/shi -docs.html 

IJ By Driver/Pieces 
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Customer 

Quantity 

Commercial 

Importer 

Prepaid 

Pallets 

Delivered 

Unit 1: Material 12 

Weight 

Destination 

Insurance 

Unloaded 

Exporting 

Importing 

Discharge 



Merchandise Discharge 

Carrier Address 



lAIT 
University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. acampo 

Teacher: Vivían Arguedas Molina 
Assistant: Yajaira Ocampo Monestel 

Unit 1: Filling out Customs Documents 

Lesson Plan # 4 
Date: Monday. Aug:ust 22"d_, 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively fill out customs documents by using appropriate structures, 

vocabulary, and register. 

General objective: By the end of the unit, the students will be able to appropriately fill out forms by making use of bills and 

incoterms. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. successfully review incoterms related to a sale contract by matching concepts with definitions. 

2. appropriately recognize technical vocabulary related to sale contracts of goods by drawing pictures. 

3. accurately identify general conditions in an ICC sale contract of goods by associating contractual clauses and their content. 

4. accurately interpret specific conditions of an authentic sale contract of goods by rewriting sorne of the terms. 

5. appropriately fill out an ICC sale contract of goods by using their own ideas about possible real life scenarios. 

6. correctly write their own contractual clauses for a sale contract by creating conditional sentences. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language *ICC= 
International Chamber ofCommerce 



Obj. 

1 

Procedures Macro Language focus Strategies 
Skills 

Warm-up: lncoterms R, S UL: 

• Greeting, write the date, & check attendance What option do you think is 
T pastes abbreviations of incoterms on the walls of the classroom before the correct? What is this concept 
class starts. about? What is this 

• T activates prior knowledge by asking Ss what incoterms they remember definition related to? What 
from the activity already taught in the previous class. incoterm matches this 

• Ss work in pairs. They are given a slip of paper with a definition of incoterms definition? 
studied in the previous lesson. They both try to identify the name of the 

incoterm for the given definition and they use UL to make decisions. T and Terms: 
Ast model the UL. • Free Alongside Ship (FAS) 

• Both of them stand up and look for the corresponding na me in order to place • Free on Board (FOB) 

the definition under the specific incoterm. • Cost and Freight (CFR) 

• T asks the group to share their choices and she also asks them to tell what • Cost lnsurance and Freight 

customs documents are related to specific incoterms. (CIF) 

• Ex Works (EXW) 

Materia Is: • Free Carrier (FCA) 

• Unit 1: Material 13 (slips of paper with definitions and signs with names and • Carriage Paid to (CPT) 

pictures of incoterms) +Tape+ Useful Language (a sign on the board used for • Carriage and lnsurance Paid 

most of the activities in the plan) 
to (CIP) 

• Delivered at Terminal (DAT) 

• Delivered at Place (DAP) 

• Delivered Duty Paid (DDP) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language *ICC= 
International Chamber ofCommerce 

Time 

10 
min 
(5:00-
5:10) 



2 Pre-task 1: Pictionary R,S Vocabulary: 

• T divides the class into two teams and she splits the board into two sections. 

• T gives one marker per team. Ss who get the marker should go to the board. seller, contract, buyer, 

• Ast picks out a word related to ICC sale contract of goods from a bag and shipment, price, goods, 
shows it to the two Ss at the board. bank, port, airport, cash, 

• T asks the Ss at the board to draw the word and these Ss encourage their check, inspection, disputes, 
teams to guess the concept . Ss from each team use the UL to make signature. 
decisions. 

• The first team to shout the correct answer gets a point . 

• The student who has completed the drawing should then nominate someone 
else to draw a picture for their team. 

• Each team repeats this until all the words are gone . 

• T makes su re they have enough words that each student gets to draw at 
least once. Ss may use their cell phones if they want to look up a word. 

• T and Ast model the activity . 

• T refers to the objective or topic of the class (*) and asks Ss questions of 
what they know about sale contracts such as what is a sale contract?,who 
needs to fill out a sale contract? what characteristics does a sale contract 
have? 

(*) Fill out a sale contract of goods 
Materials: 

• Unit 1: Material 14 (slips of paper with words), markers, candy 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language *ICC= 
International Chamber of Commerce 

lSmin 
(5:10-
5:25) 



3 

4 

Pre-task 2: General Conditions of Contractual Clauses R,S UL: 

• Ss form tour groups. They are given an envelope with names of articles What option do you think is 

related to the general conditions an ICC sale contract can include. correct? What is this concept 

• Ss post the articles above the given contractual clauses in handout 11 and about? What is this 

they use UL to make decisions. definition related to? What 

• T asks volunteers to share their answers with the group and she requests do you think it is? 

answers for the questions: Why do you think contractual clauses are Vocabulary 

important? Which one from the ones learned do you consider relevant? characteristics of the goods 

• Ss are given Handout 11 with the solutions of the activity . inspection of the goods, 

Materia Is: price, payment conditions, 

• Unit 1: Material 15 ( Envelopes with examples of articles) contractual term of delivery, 

• Unit 1: Handout 11 ( Clauses and Solutions) resolution of disputes 

Pre-task 3: Specific Conditions of a Sale Contract R,S,W Strategy 

• T explains the meaning of the conditions . Approximation 

• T explains the strategy of approximation and Ss practice it. 

• Ss read an authentic sale contract of goods to interpret the specific terms . Vocabulary: 

They work in pairs. payment terms, prices, 

• Ss rewrite the contractual clauses by using their own words . shipments, risk of loss, 

• Volunteers report their answers to the group . cancelation of sales of 

Materia Is contract, right of inspection, 

• Unit 1: Handout 12 ( authentic sale contract adapted for re-writing the limitation of damages, choice 

terms) of law and forum 

• Unit 1: Handout 13 (Strategy) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful language *ICC= 
lnternational Chamber ofCommerce 

15 
min 
(5:25-
5:40) 

20 
min 
(5:40-
6:00} 



5 Task: Fill out a sale contract of goods w,s UL 1: ( Group lnteraction) 
Task phase: ./ Who is the seller? 

• Ss form groups of four. T explains the procedure of the task. ./ What is the buyer's 

• Each group has a leader who is in charge of filling out an ICC sale contract na me? 

of goods. This person asks the group questions in order to fill out the sale ./ What is the seller's 

contract. The rest of the group members contribute to provide original address? 

information they might have been familiar with. ./ What goods were sold? 

• They can also use any website to look for real details about na mes of ./ How much is the price 

companies, prices, type of merchandise, names of ports, delivery terms, in the contract? 

payment condition, inspection of goods, resolution of disputes. ./ What are the delivery 

Planning phase: terms for this contract? 

• Each team leader assigns 2 participants to practice and present the ./ What are the payment 

information while the rest of the members collect information about their conditions? 

performance by using a peer assessment sheet. They practice useful language ./ Is there any electronic 

2. 
1 

transaction required? 

• Ast encourages each group to practice the useful language 1. ./ How would the parties 

• T takes notes of errors . deal with disputes? 

Reporting phase: 
• Ss paste their sale contracts on the walls and all the members of the groups UL 2: (Reporting Phase) 

who are not presenting rotate to listen to all the groups' information. 
./ Our sale contract has 

• T encourages Ss to practice UL 2 the following terms ... 

• Ss who play the role of listeners during the presentation use peer assessment 
./ This sale contract 

form #3 to evaluate their classmates. T provides feedback and corrects errors. reveals specific 

Materia Is: 1 

conditions like ... 

Unit 1: Material 16 Sale contract sample & cards with situations & Useful 
./ Sorne conditions • 

Language ( Sign on the board) 
related to this sale 

• Unit 1: Material 17 (Peer Assessment Form 3) 
contract are ... such as ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language *ICC= 
International Chamber of Commerce 

25 
min 
(6:00-
6:25) 



6 Post-task: My own contractual clauses w 
• T explains the exarnples of conditional sentences in handout 14 as a 

reference. Grammar: 

• Ss work in groups. They write sentences in order to create their own lf... 

clauses for a sale contract of goods. They use sorne of the vocabulary 

1 

Unless ••. 

learned in previous stages. 

• Volunteers go to the board to share sorne of their sentences . 

• T gives feedback about the sentences written by thern . 

Materials: 

• Unit 1: Handout 14 (Conditional Sentences) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful Ianguage *ICC= 
International Chamber of Commerce 

lSrnin 
(6:25-
6:40) 

1 



ICC lnternational Sales Contract 
(M_pnufactured Goods lntended for Resale! 

A. SPECIFIC CONDITIONS 

REF#: 01-VENDOR-YEAR-MO/DY-OO 

(Note: Last Two Qi git~S isnifies Version)1 

These Specific Cond11!ons ha11e been prepared in arder to pennit the parties to agree to the particular tenns of their sale contract by completing the spaces left 
open or choosing (as the case may be) between the alternati11es pro11ided in this document. Ob11iously this does not preven! the parties from agreeing to other 
terms or further details in box A-16 or in one or more annexes. 

1 

SELLER Name 
;==.===::::::::::::::::::::::::::====::::::== 

Address 

Contact ' 

Name 

Address 

Contact 

BUYER 

1 

• 

The present contra et of sale will be governed by these Specific Conditions (to the extent that the 
relevant boxes have been completed) and by the ICC General Conditions of Sale (Manufactured Goods 
lntended for Resale) which constitute part B of this document. 

Seller Signature ~---------- Buyer Signature 

Place 

Date 

1 

A-1 GOODS SOLO 

Description of the Goods 

A-2 CONTRACT PRICE (Art. 4) 

Currency: 

Amount in Letters 

A-3 DELIVERY TERMS (According to lncoterms 2000) 

EXW Ex Works; Named Place 

FOB Free On Board: Named Port of Shipment 

CIF Cost lnsurance Freight: Named Port of Shipment 

DDP Delivered Duty Paid Named Destination 

Other delivery terms: 

Page 1 of 6 

Place 

Date 

1 

Amount in Numbers 

Copyright 1997 ICC (lntemational Chamber of Commerce} 

1 



ICC lnternational Sales Contract 

(Manufactured Goods lntended for Resale) 

A-5 INSPECTION OF THE GOODS BY BUYER (ART. 3) 

Befare Shipment Place of lnspection: 

Other 

A-7 PAYMENT CONDITIONS (ART. 5) 

O Irrevocable documentary credit (art. 5.3) 

;-

REF#: 01-VENDOR-YEAR-MO/DY-OO 

{Note: Last Two Dj_gits Si9 nifies Version ) 

O Confirmed D I Unconfirmed 

.--------------------------------. Place of issue (if applicable): 1 
=:::::=:::=:::=::::=:==::::;;;;;;;;;;::::==========================:. 

Place of confirmation (if applicable) 1 ..._ __________________________ ____. 

Credit Available: 

By payment at sight 

By deferred payment at 

By acceptance of draft at 

By negotiation 

~days 
~ days 

Partial shipments: 

El Allowed 

Not allowed 

Transshipment: 

El Allowed 

Not allowed 

Date on which the documentary credit must be notified to se/fer (if different from art. 5.3) 
O 1 J days befare date of delivery D Other !....-------------------. 

O Electronic Funds Transfer (EFT) 

Beneficiary Name: 

Account No: 

Bank Name: 

Bank Address: 

Correspondent Bank: 

Bank Address: 

A-15 RESOLUTION OF DISPUTES (ART.14) 
The two solutions hereunder (arbitration or litigation before ordinary courts) are a/tematives: parties cannot choose both of them lf no choice 
is made, ICC arbitration will apply, according to Article 14. 

ARBITRATION 

' ICC (accord1ng to Art 14.1) -------
Place of arbitration: 

Other (specify): 

Page 2 of 6 

LITIGATION (ordinary courts) 

In case of dispute the courts of 

(place) 

shall have jurisdiction 

Copyright 11:1 1997 ICC (lnternational Chamber of Commerce) 
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Unit 1: Handout 11 

General Conditions of Contractual Clauses 

(Solutions) 

Art. 1 Characteristics of the Goods: lt is agreed that any infarmation related to weight, 
dimension, capacity, colors and other data such as advertisements, catalogues of the 
seller should not take effect as terms of the contract unless expressly referred in the 
contract. 

Art.2 lnspection of the Goods: lf parties have agreed that the buyer is entitled to 
check the products befare the shipment, the seller must notify the buyer within a 
reasonable time befare the shipment that the merchandise is ready far examination 
at the agreed place. 

Art. 3 Price: lf no amount has been agreed, the seller's current list at the time of the 
conclusion of the contract shall apply. In the absence of such a list the usual charged 
amount will apply. 

Art. 4 Payment Conditions: Unless agreed in writing or implied from a prior course of 
dealing between the parties, any sums due by the buyer to the seller shall be an open 
account time shall be 30 days from the day of the invoice. 

Art. 5 Contractual Term of Delivery: Unless otherwise agreed, it shall be Ex Works 
(EXW). lf the parties have agreed u pon a cancellation date, the buyer may terminate 

the contract by notification to the seller as regards goods which have not been 
supplied. 

Art.6 Resolution of Dis,J!!.!tes: Unless otherwise agreed in writing, all the problems 
arising in connection with the present contract shall be finally settled under the 
rules of arbitration of the lnternational Chamber of Commerce by one or more 
arbitrators. 

Taken and adapted from http:/lwww.walkerchb.com/WCB%201SC%20Master. pdf 
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Unit 1: Handout 11 

General Conditions of Contractual Clauses 

lnstructions: 
A) Work in groups of four. Re ad the el a uses stated for ea ch article. 
B) Open the envelope that contains the na mes of the articles and match them in the 
corresponding clauses. 

Article 1 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~-

1 t is agreed that any information related to weight, dimension, capacity, colors and other data 
such as advertisements, catalogues of the seller should not take effect as terms of the contract 

unless expressly referred in the contract. 
Article 2 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~-

1 f the parties have agreed that the buyer is entitled to check the products befo re the shipment, 
the seller must notify the buyer within a reasonable time before the shipment that the 
merchandise is ready for examination at the agreed place . 

Article 3 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~-

1 f no amount has been agreed, the seller's current list at the time ofthe conclusion ofthe 
contract shall apply. In the absence of such a list the usual charged amount will apply. 

Article4~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Unless otherwise agreed in writing or implied from a prior course of dealing between the 
parties, any sums due by the buyer to the seller shall be an open account time shall be 30 days 

from the day of the invoice . 
Article 5 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~-

Un les s otherwise agreed, it shall be Ex Works (EXW). lf the partí es have agreed u pon a 
cancellation date, the buyer may termínate the contract by notification to the seller as regards 

goods which have not been supplied. 
Article 6 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

Unless otherwise agreed in writing, all the problems arising in connection with the present 
contract shall be finally settled under the rules of arbitration of the lnternational Chamber of 
Commerce by one or more arbitrators. 

Taken and adapted from http://www.walkerchb.com/WCB%201SC%20Master. ~pd f 



lnstructions: 
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Specific Conditions of a Sale Contract 

Unit 1: Handout 12 

A) Work with a partner and read the following conditions from a real sale contract from Ultra 
Nectar, lnc. 

B) Rewrite the conditions in simple words. Negotiate the main ideas with your partner. 

C) Share your ideas with the rest of the group. 

SALE CONTRACT 

Terms and Conditions of Sale 

1. PAYMENT TERM: Payment terms are net thirty (30) daysfrom date of 
invoice. Jf payment is not received by the due date, invoices are considered 
past due. Past due payments will be subject to a service charge of one and 
one-half-percent (1 lh%) per month or the maximum amount allowed by 
law, whichever is less. 

Visa, Mastercard, American Express, Discover, Money Orders, Certified 
Checks, Company Checks and Personal Checks. 

Allpayments (checks) should be sent to: 
Ultra Nectah !ne. 
2734 East f St. 
Oakland, CA 94601 



2. PRICES: All prices quoted are subject to change, without notice, at any 
time prior to Seller's acceptance of Buyer's order, to such prices prevailing 
at the time of acceptance. 

3. SHIPMENTS: All shipments F.0.B. office in Oakland, California, and are 
exclusive of ali taxes, and freight charges, which shall be paid by the 
Buyer. Delivery to carrier constitute delivery to Buyer. 

4. RISK OF LOSS: It is the Buyer's responsibility to seek compensation 
from the carrier for damaged or missing freight. Seller shall not be 
responsible for any claims or damages resulting from a del ay in delivery or 
f ailure to perform which results from: governmental regulations, strike, 
lockouts, accident, fire, delays in manufacturing, transportation, acts of 
God, or any other causes beyond the control Seller. In case of partial or 
complete destruction of goods, Seller is excused unless destruction is due 
to Seller's own negligence. 

5. CANCELATION, MODIFICATION OR ALTERATION OF SALES 
CONTRACT: Due to the short life of seasonal related goods, no returns 
will be accepted beyond i4-days from the execution of this Sales Contract. 
In no event shall any cancellation, modification, or alteration of winter 
AND/OR spring/summer related goods be accepted beyond or out of the 
proper time of the usual or pre-appointed time for the chosen particular 
season. 



6. RIGHT OF INSPECTION: Buyer shall have the right to inspect the 
goods on arrival and, within 14 days after delivery. Any rights of Buyer 
with respect to inspection shall be deferred until after payment of the 
purchase price. 

7. UMITATION OF DAMAGES: In no event shall Seller by fiable 
for (i) special, indirect, consequential, or punitive damages 
including but not limited to labor costs incurred by the Buyer or (ii) 
any damages whatsoever resulting from loss of use or profits 
arising out of or in connection with the goods sold hereunder. In no 
event shall Seller's liability exceed the purchase price of the goods 
in question. 

8.CHOICE OF LAW AND FORUM: This Agreement, and any dispute 
arising from the relationship between the parties to this Agreement, shall 
be governed by California law. Any dispute that arises under or relates to 
this Agreement shall be resolved in Alameda County Superior Court. 

Token and adapted from 
https:i/www.transleaal.com/w p-content/u ploads/sale ot .qoods annendix 1.odf 
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Strategy: Approximation 

Unit 1: Handout 13 

Approximation: Using an alternative term which expresses the meaning of 

the target lexical item as closely as possible (e .g., ship for sailboat) 

1. The merchandise arrived to Palm Beach Port last night. -----------

2. The contract was signed this morning. ----------------~ 

3. They purchased the carfor $10,000 yesterday. ____________ _ 

4. The Mexico-United States border is an international boundary running from Tijuana, Baja 

California, and Imperial Beach, California _____________ _ 

S. The na me of the s:arrier transporting the merchandise out of the United States is Marshal 

lslands lnc. 
-------------~ 

Taken from 

https:/ /cha rttesl . word press.com/2011/02/10/brown-comm u ni cation-strateg ies-138-dornyei/ 
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Unit 1: Handout 14 

Activity: My Own Contractual Clauses 

f 
1 

Grammatical Spot: Conditional Unless/ lf 

Examples: a) 1 will get the merchandise today unless there is risk of loss . 

b) lf you don't pay the goods at the expected time, you will have to wait longer. 

lnstructions: Complete the following sentences by creating your own contractual clause. 

l. lf the merchandise does not arrive on time, 

2. The seller and the buyer will have a dispute if, 

3. lf there are damages in the products, 

4. Unless the contract includes the FBO incoterm, 

5. Disputes should be solved in court unless, 

6. The contract will be cancelled 

unless, 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~-



1. EXW C'Ex Works'l 

University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

INCOTERMS 2015 (Solutions) 

Unit 1: Material 13 

The seller makes the goods available to be collected at their premises and the buyer is responsible for 

all risks, transportation costs, taxes and duties from that point onwards. This term is commonly used 

when quoting a price. 

Example 
Goods are being picked up by the buyer from the seller's premises in Birmingham. 

ExWorks EXW 

2. FCA f Free Carrier')1 

The seller gives the goods, cleared for export, to the buyer's carrier at a specified place. The buyer 

is then responsible to send the merchandis the specified place of final delivery. This term is 

commonly used for containers travelling by more than one mode of transport. 

Free Carrier FCA 



3. CPT i('Carriage Paid To' t 

The seller pays to transport the goods to the specified destination. Responsibility far the goods transfers 

to the buyer when the seller passes them to the first carrier. 

Carriage Paid To (CPT) 

4. CIP ('Carriage and lnsurance Paid'J, 

The seller pays far insurance as well as transport to the specified destination. Responsibility far the 

goods transfers to the buyer when the seller passes them to the first carrier. 

CIP ('Carriage and lnsurance Paid') is commonly used far goods being transported by container by 

more than one mode of transport. lf transporting only by sea, CI F is often used. 

Carriage & Insurance Paid to CIP 

S. DAT C'Delivered at Terminal' ) 

The seller pays far transport to a specified terminal at the agreed destination. The buyer is responsible 

far the cost of importing the goods.The buyer takes responsibility once the goods are unloaded at the 

terminal. 

Delivered At Terminal DAT 



6. DAP ('Delivered at Place') 

The seller pays far transport to the specified destination, but the buyer pays the cost of importing the 

goods .The seller takes responsibility far the goods until they're ready to be unloaded by the buyer. 

Delivered At Place DAP 

7. DDP{DTP f Delivered Duty Paid') 

The seller is responsible far delivering the goods to the named destination in the buyer's country, 

including ali costs involved . 

Delivered Duty Paid DDP 

8. FAS ('Free Alongside Shi p') 

The seller puts the goods alongside the ship at the specified port they're going to be shipped from. The 
must get the goods ready far export, but the buyer is responsible far the cost and risk involved in loading 

This term is commonly used far heavy-lift or bulk cargo (e.g. generators, boats}, but not far goods 

transported in containers by more than one mode of transport (FCA is usually used far this). 

Free Alongside Ship FAS 



9. FOB {'Free on Board'l1 

The seller m ust get the goods ready for export and load them onto the specified ship. The buyer and seller 

the costs and risks when the goods are on board. This term is not used for goods transported in 
containers by more than one mode of transport (FCA is usually used for this) . 

Free On Board FOB 

10 CFR ('Cost and Freight') 

The seller must pay the costs of bringing the goods to the specified port. The buyer is responsible for risks 

the goods are loaded onto the ship. 

11. CIF ('Cost, lnsurance and Freight') 

The seller must pay the costs of bringing the goods to the specified port. They also pay for insurance. 

The buyer is responsible for risks when the goods are loaded onto the ship. 

Cost Insurance and Freight CIF 

Taken from http:f/www.oneill.com/ downloads/ incoterms%202015.00f 
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Seller 

Contra et 

Buyer 

Shipment 

Price 

Goods 

Bank 

Port 

Airport 

Cash 

Check 

lnspection 

Disputes 

Signature 

Unit 1: Material 14 
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Cha racteristics of the Goods 

lnspection of the Goods 

Price 

Payment Condítions 

Contractual Term of Delivery 

Resolution of Disputes 

Unit 1: Material 15 

Characteristics of the Goods 

lnspection of the Goods 

Price 

Payment Conditíons 

Contractual Term of Delivery 

Resolution of Disputes 
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Peer Assessment Form 3 

Activity: Providing feedback to my classmates. 

Unit 1: Material 17 

lnstructions: Give your partner feedback on his/her oral performance, using the following form. 

Classmate: 
~~~~~~~~~~~-

Criteria Yes Needs No Comments 

My classmate ... improvement 

l. practices the useful language to 

report the information accurately. 

2. uses vocabulary learned during the 
class. 

3. self corrects during the presentation . 

4. organizes the ideas logically. 

What do you suggest to him/her? 
-
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Teacher: Yajaira Ocampo 
Assistant: Vivían Arguedas 

Unit 1: Filling out Customs Documents 

Lesson Plan lt 5 
Date: August 2.e, 2016 

Unit Goal: By the end of the unit, the students will be able to effectively fill out customs documents by using appropriate structures, vocabulary, and 

rcgister. 

General objective: By the end of the unit, the students will be a ble to appropriately fill out forms by using bilis. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. appropriately identify vocabulary present in certificates of origin by using a situation in a picture. 

2. successfully recognize important terms and abbreviations present in certificates of origin by matching them with given definitions. 

3. correctly associate instructions to fill out certificates of origin with the corresponding boxes by using an empty certificate of origin. 

4 . correctly fill out a certificate of origin by using a commercial invoice anda packing list. 

S. appropriately pronounce regular past tense verbs and past participles ended in /d/ /t/ and /Id/ sounds. 

Abbreviations: T-tcachcr, Ast=assistant, St= student, Ss=studcnts, L listcning, S=speaking, R= reading, W=writing, UL= useful languagc 



Obj. Procedures Macro Language focus Strategles Time 
Skills 

Routines: Greetings, write the date, call the roll. Vocabulary Mnemonics lOmin 

1 Warm up: Previewing my field! w - Terms: consignee 

• Strategy: T presents and models the strategy mnemonics. T tells the ss the importance of using s (importer), consignor 

pictures to make relationships or remember vocabulary. T uses a picture related to a specific (exporter), merchandise 

situation to model the strategy. (goods, packages), port of 

• The group is divided into 4 teams. Each team is given a picture related toan exporting loading, port of discharge, 

situation. The pictures are pasted on the whiteboard. Each team has to provide a term for vessel, vessel number, 

every picture in the situation. The terms are vocabulary present in certificates of origin. They carrier, forwarding agent. 

use the UL to communicate. UL 

• Each team makes upa sentence including sorne of the terms and shares it with the class . What do you think this 

• T corrects pronunciation and makes comments . picture is? 

Materia Is: What sentence do you 

• Handout #15: Mnemonics (strategy) suggest? 

• Material #17: Pictures 

Pre-task 1: Orientarium ®! R - certificate of origin, 20min 

2 • The group is divided into 4 teams. Ss are given a clue and half of a picture to look for specific s issued, remarks, 

envelopes to match the picture outside the classroom. Each envelope has to match an departure, HS code, WO, 

incomplete picture in order to open the next envelope. lnside each envelope ss will find a WP, PSR, bulk, pallet, 

specific definition of terms present in certificates of origin and the next clue and incomplete bale, and crate. 

picture to find the next envelope. UL 

• Once ss have found the total of envelopes with the definitions, they match them with the -A/the is .. 

corresponding terms or abbreviations on the whiteboard. -A /the can be 

• In the same groups, ss are asked to tell the class the definition of the terms with their own defined as .. 

words. - means ... 

• T and ss share important aspects regarding the studied terms for filling out certificates of 
origin. 

Materia Is: 

• Material #18: Definitions of terms 

• Material #19: Envelopes with clues 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

3 Pre-task 2: Boxesl lnstructions 15 

• In groups of 3 people, ss get familiar with certificates of origin. Ss match given - State the shipping details regarding min 
instructions with the corresponding box numbers based on an empty certificate of consignees and addresses on 

origin. The instructions are adapted in order to make students make relationships. packages, when such details exist, 

• T emphasízes on -ed endings implicítly . otherwise shall state "NO N/M". 

Materia Is - For each good described in Box 8, 

• Material #20: lnstructions and boxes state WO, WP, or PSR. 

• Material #21: Empty certificate of origin 

4 Main task: Filllng out my first Certificate of Origin! R Vocabulary ! 

• Task phase: The group is divided into two. lndividually, ss are gíven a situatíon and the L 6 pallets of wearing pi ate 15 
corresponding commercial invoices and packing lists to fill out a certificate of origin. They s wo min 
also receive the instructions they matched in pre-task 2 as a guide or reference. 25,552 KGS 

• Half of the group will fill out certificate of origin 1, and the other one certificate of origin 2 FD624w 

based on different bills and situations. Ss fíll out the certificate of origin índividually. 
• Plannlng phase: Ss revise their own forms carefully and after that, they exchange the UL 

forms and bilis to revise the other version (1 or 2) . -My classmate filled out the 10 

• T takes notes of errors. certificate of origin min 

• Reporting phase: All the ss paste the certificates of origin on the wall and they choose appropriately/inappropriately. 

one certificate of origin different to the version they filled out. Ss give feedback to that -She/he included/ didn't include the 

specífic classmate using a peer assessment form . information requested in the correct 

• T provides feedback and correct errors. boxes. 15 

Materials: -She/he used/didn 't use mi ns 

• Handout #16: Situations abbreviations correctly. 

• Material #21: Empty certificates of origin { recycled ) 1 suggest her/him to 
• Handout #17: lnstructions and boxes 

use/add/describe ... ... .in box .... 
• Material #22: commercíal invoices and packing lists 

• Peer assessment form #4 1 suggest writing/including the ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

Post-task: -ed endings! R Vocabulary 15 min 
s • T asks the students to pronounce, in pairs, a list of regular s lssued, specified, detailed, identified, described, used, 

past tense or past participles by using a handout. authorized, attached, packed, finished, invoiced, 

• T walks around to identify and correct errors. Finally, Ss produced, stamped, included, indicated, noted, 
repeat together as a class. completed, dated, imported 

Materials: 
• Handout #18: regular past tense or past participles 

1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Previewing your field 

What does this picture represent? 

Unit 1: Handout 15 
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Filling out my First Certificate of Origin ! 

Unit 1: Handout 16 

lnstructions: lndividually, analyze the provided commercial invoice and packing list 

and fill out an empty certificate of origin. (only 1) 

Group 1: 

Situation: Imagine you work as a customs agent in China and one of your customers 

requested that you issue a certificate of origin to his/her consignee in Costa Rica. The 

good is produced entirely in China exclusively from materials whose origin conforms to 

the provisions of Rules of Origin. The merchandise will be sent by FD624w vessel from 

Tianjixingang Port. The packages specify that merchandise should not be dropped. 

Tariff nomenclature: 74.09.39 

Group 2: 

Situation: Imagine you work as a customs agent in China and one of your customers 

requested that you issue a certificate of origin to his/her consignee in Costa Rica. The 

good is produced in China using non-originating materials that conform to the Product 

Specific Rules and meet the other applicable provisions of Rules of Origin. The export 

does not specify any marks or numbers. Tariff nomenclature: 87.03.22 

Useful Language 

Giving feedback: 

-My classmate filled out the certificate of origin appropriately/inappropriately. 
-She/he included/ didn't include the information requested in the correct boxes. 
-She/he used/didn't use abbreviations correctly. 

1 suggest that he/she use/add/describe ....... in box ... . 

1 suggest writing/including the ... 
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Previewing my field! 

Unit 1: Material 17 



lAIT 
University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

lnstructions: 

Prono unce the words below with your classmate. 

l. issued 
2. specified 
3. detailed 
4. identified 
s. described 
6. u sed 
7. authorized 
8. stamped 

9. attached 
10. packed 
11. finished 
12. invoiced 
13. signed 
14. produced 
15. included 
16. indicated 
17. noted 
18. completed 
19. dated 
20. imported 

Unit 1: Handout 18 
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Definitions 

lt certifies the country in which the goods originated or in which the 
preponderance of manufacturing or value was added. 

lnitiation of voyage 

To be proceeded from a place; emerged or come farth 

Notices, comments, or observations 

Tariff nomenclature that is 6 digit code andan internationally 
standardized system of na mes and numbers to classify traded products 

Size, mass, or vol u me, especially when very large 

The good is "wholly obtained" in the territory of one or both Parties, as 
referred to in Article 22 (Wholly Obtained Goods). Examples include: 
live animals born and raised in the territory of one or both Parties as 
well as goods obtained, plants and plant products harvested, minerals 
extracted from the territory of one or both Parties. 

The good is produced entirely in the territory of one or both Parties, 
exclusively from materia Is whose origin confarms to the provisions of 
Chapter 4 (Rules of Origin and Related Operational Procedures). 

The good is produced in the territory of one or both Parties, using non-

originating materials that comply with the Product Specific Rules and 
meet other applicable provisions of Chapter 4 (Rules of Origin and 
Related Operational Procedures). 

A porta ble platfarm used far storing or moving cargo or freight 
A large package or carton of goods 

A container, such as a wooden case, used far storing or shipping 

Unit 1: Material 18 

Terms/ 
abbreviations 

Certificate of 
origin 

Departure 

lssued in 

Remarks 
HS: Harmonized 
system 

Bulk 

wo 

'WP 

PSR 

Pallet 

Bale 

Crate 
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Unit 1: Material 19 

Tearo 1: 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
Clue 1: Outside 213! / --- . _. . 

'· .... 

GLogisticsCR 
LOGISTICA • ADUANAS • VAPORES 

r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
Clue 2: Near the elevator! 

1 1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r·-·-·-
i Clue 4: Come back to the ¡ 

·-·-·-·- ·-·-·-·-·-·-·-·-1 . 
1 

! class! 
Team 2: 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·~·-·-·-·-·-·-1 ! Clue 1: Near the stairs! ¡ ~----~ ! 
1 

. 
1 1 . . 
~. - • - • - ·-· - ·-. - • - • - ·-·-. - • --- ... ~ .. .1.1 .......... 

Clue 2: Outside 214! 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-
i Clue 3: In the bathroom! ¡ 

mhMinisteriode 
Hacienda 

__ , . COSl" • · (>. . . r·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
¡ Clue 4: Come back to the ¡ ¡ . ! class! . 
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Team 3: 

r. -· -·-·-· -·-· -·-·-·-· -· -· -·-·-n-·--·· -···-···-···-· -. --·-·--·· -·-·-·-· -· -·-. -· -· 
¡ Clue 1 : Near the elevatorl ¡ . , 
• 1 

1 1 . . 
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i Clue 2: In the bathrooml 1 . . 

1 1 . . r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r'·-
i Clue 3: Near the stairsl ¡ , 

1 . 
1 1 . . r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r'· 
¡ Clue 4: Come back to the ¡ 
! classl : 

-·-·-·-·-·-·-·-·-i . 
1 
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Clue 1 : In the bathrooml ' •• .. 
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¡ Clue 2: Near the stairsl · 

·-·-·-·-·-·-·-·-·-·t . 

1 . 
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Clue 3: Near the elevatorl 
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! classl . . -·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·· 
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Boxes! (matcbiog) 

Unit 1: Material 20 

Box 1: State the full legal name, address of the consignor in China or Costa Rica. 

Box 2: State the full legal na me, address (including country) ofthe producer. lf the producer and 
the consignor are the same, please complete the box with "SAME". lf the producer is 
unknown, state "UNKNOWN". 

Box 3: State the full legal name, address ofthe consignee in China or Costa Rica. 

Box 4: Complete the mea ns of transport and route and specify the departure date, transport 
vehicle No., port of loading and discharge, as far as known. 

Box 5: Customer's Order Number, Letter of Credit Number, among others, may be included lf the 
invoice is issued by a non-Party operator, information such as na me and country of the 
operator issuing the invoice shall be indicated herein. 

Box 6: State the item number, and ítem number shall not exceed 20. lfthe box' space is not 
enough, additional pages, with the same form as the first page could be attached. Any 
additional page will have the phrase "page_ of_ " noted, and the boxes 6 to 14 will be 
completed with the corresponding information. 

Box 7: State the shipping details regarding consignees, addresses, or any other transportation or 
packaging details on packages, when such details exist, otherwise shall state "NO N/M". 

Box 8: Number and kind of packages shall be specified. Provide a full description of each good. The 
description should be sufficiently detailed to enable the products to be identified by the 
Customs Officers examining them and relate it to the invoice description and to the HS 
description of the good. lf goods are not packed, state " in bulk". When the description of 
the goods is finished, add "***" (three stars) or "\,, (finishing slash). 

Box 9: For each good described in Box 8, identify the tariff classification. 

Box 10: For each good described in Box 8, state WO, WP, or PSR. 

Box 11: State gross weight in kilos or other units of measurement for each good described in Box 8. 
Other units of measurement e.g. vol u me or number of items which would indicate exact 
quantities may be used when customary. 

Box 12: Register the invoice number, date of invoice and the total invoiced value. In cases where 
invoices are issued by a non-Party operator, information such as the invoice number and 
invoice value shall be indicated herein. 

Box 13: The box must be completed, signed and dated by the exporter. lnsert the place (including 
the country where the goods are produced and imported), date and signature of authorized 
person. 

Box 14: The box must be completed, signed, dated and stamped by the authorized person of the 
authorized body. The telephone number, fax and address of the authorized body should be 
given. 



Certificate of Origin 
l. Exporter's name, address, country: Certificate No.: 

CERTIFICATE OF ORIGIN 

2. Producer's name and address, ifknown: for China-Costa Rica Free Trade Agreement 

Issued in 

3. lmporter's name, address, country: For Official Use Only: 

4. Means oftransport and route (as far as known) 

Departure Date: 

Vessel /Flight!Train/Vehicle No.: 

Port of loading: 

Port of discharge: 

S. Remarks: 

6. Item 7. Marks and 
number Numbers on 
(Max. packages 

8. Number and kind ofpackages; Description 
ofgoods 

20) 

13. Declaration by the exporter 14. Certification 

9. HS code 10. 
( 6 digit Origin 
code) criterion 

11. Gross 12. 
weight or other Number, 
quantity ( e.g. date of 
Quantity Unit, invoice 
liters, m3.) and 

lnvoiced 
value 

The undersigned hereby declares that the above stated On the basis ofthe canied out control, it is hereby certified that the 
information is correct, and that ali the goods are produced information herein is correct and that the described goods comply with 
in the origin requirements ofthe China -Costa Rica Free Trade Agreement 

(Country) 

and that they comply with the origin requirements 1-----------------­
specified in the Free Trade Agreement for the goods Place and date•, signature and stamp ofthe Authorized Body 

exported to 

Te!: Fax: 

( lmporting country) Address: 

Place, date and si= ature of authorized Dcrson 

• A Cenificate of Origin issued under China-Costa Rica Free Trade Agreement shall be valid for one year from the dale of issuance in the exporting country. 
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Activity: Providing feedback to my classmates. 

Unit 1: Peer assessment form 4 

lnstructions: Give your partner feedback on his/her certificate of origin completion , 
using the following form . 
Classmate's name: 

~~~~~~~~~~~~ 

Criteria Yes Needs ' No Comments 
My classmate ... improvement 

l. filled out the certificate of 
origin appropriately. 

2. included ali the information 
requested in the correct 
boxes. 

3. used abbreviations correctly. 

Another? 

What do you suggest to him/her? 
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Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Unit 1: Filling out Customs Documents 

Lesson Plan # 6 
Date: A_ugust 291h, W16 

Unit Goal: By the end of the unit, the students will be a ble to effectively fill out customs documents by using appropriate structures, vocabulary, and 

register. 

General objective: By the end of the unit, the students will be a ble to appropriately fill out forms by using bills. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. appropriately identify important aspects when filling out certificates of origin by focusing on specific information in the forms. 

2. properly describe merchandise by writing descriptions of goods as in certificates of origin. 

3. appropriately fill out an ICC sale contract of goods by using information from real-life sources. 

4. correctly fill out an ICC sale contract of goods by using a commercial invoice. 

S. correctly fill out a certificate of origin by using a commercial invoice and a bill of lading. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

Routines: Greetings, write the date, check out attendance. Vocabulary 15min 

1 Warm up: Examining boxes quicklyl R Remarks, description of goods, boxes, (5:00-
1 • Ss work in pairs. T asks ss to compare the certificate of origin they filled out last class s units, tariff nomenclatures, 5:15) 

with the answer key she will deliver to them. T asks ss to focus on boxes from 5 to 12. abbreviations. 

They pay special attention to box 8. They use the UL to communicate. UL 

• T makes ss aware of the importance of filling out boxes correctly . What did you do differently? 

• T focuses on box 5 and 8 and on certificates of origin that describe many goods . 

• T corrects pronunciation and makes comments . -1 described the goods correctly. 

• (Ss were assigned to compare the documents as homework. The answer keys were sent -1 didn't describe the goods correctly. 

via e-mail) What was incorrect? 

Materials: -1 didn't provide/add/ write ... 

• Handout 1118: Answer keys certificate of origin 1 and 2 -My description was incomplete. 
-1 forgot... 

Pre-task 1: Describing goods! R Vocabulary 15 min 

.2 • In groups of 3 students, ss pick a lago from a bag and write the description of goods for w • Descri l:!;tion of RQods: 

the store or company they chose. Ss decide what packaging is more suitable to each 5 Twenty-three (23) cartons of purified (5:15-

item and the number of packages per item. Ss use the UL to interact. water (Alpina). 5:30) 

• Ss share their possible answers with the whole group and discuss possible answers . Two (2) pallets of colonial wood and 

Materials: stainless steel beds (Marina). 

• Handout 1119: Description of goods -Packa l!'.inr;1 t.1,.,es: Pallets, bales, 

• Material 1123: Packaging types, materials, and stores/companies (pictures) cartons, and crates. 
UL 

-What packaging is more suitable for 
1 shipping ? 

a 1 consider are suitable. 
- 1 disagree with you, 1 consider 

are more suitable than 

Abbrcviations: T teacher, Ast~assistanl, St= student, Ss~students, L=listening, S=speaking, R= rcading, W writing, lJL- uscful languagc 



1 

Obj. Procedures Macro 1 Language focus Strategies Time 
Skills 

3 Pre-task 2: Choosing options w Vocabulary 
1 

15 min 
• Ss work in pairs and fill out a sale contract in paragraph-like format. The sale contract s - Parties, products, addresses, (5:35-

is used by companies positioned in different countries for the sale and purchase of delivery conditions, price, packaging, 5:45) 
different types of products like raw materials, manufacturing parts, consumer goods, mea ns of payment, and date of 
equipment, and machinery, among others. payment. 

• Ss choose any option from boxes related to parties, products, delivery conditions, UL 
addresses and payment. Ss use the UL to interact. After that, volunteers share their Which option from the ones in the 
choices with the rest of the group. boxes do you think is a good one? 

Materia Is -1 think _ __ is a good option. 

• Handout #20: What (address) would you 

• T delivers Assignment #1. like to write? 
-1 would like to write 
Do you remember the meaning 
of ? 
What (lncoterm) is a 
good option for this sale contra et? 

Exam 1: R Vocabulary 1 2~ 
4 Part 1: Filling out an lnternational Chamber of Commerce (ICC) sale contract w -Package information, seller, buyer, min 

• Ss read the information from a commercial invoice anda situation in which they are goods, signature, price, incoterms, 
customs agents who were hired by an importer in Miami to complete a sale contract payment, currency, beneficiary, bank (5:45-
in order to buy electronic products. Ss identify important and useful data from the account 6:10) 
commercial invoice to fill out an ICC sale contract. 

Vocabulary 
Part 11: Filling out a Certificate of Orlgin -89 cartons of diverse stainless steel 30 min 

5 • Ss are given a situation and the corresponding commercial invoice and bill of lading in and silver jewelry. 
arder to fill out a certificate of origin. The information not provided in the -Thirty-three (33) cartons of diverse (6:10-
aforementioned customs documents is explained in the situation. stainless steel necklace, bracelet, 6:40) 

Materlals: earrings, and rings (Ailun) 

• Exam 1 wo 
• Commercial invoice and sale contract to be filled out 24384 PCS 

• Commercial invoice, bill of lading, and certificate of origin to be filled out Carsten Maersk 1605-

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Certificate of Origin 1 
l. Exporter's name, address, country: Certificate No.: 

BEIJNG CXP IMPORT AND EXPORT CO., LTD. 

Unit 1: Handout 18 

RM 701. DATONG PLAZA. 21 XlAOYUN RD, 

CHAOYANG DISTRICT, BEinNG, P.R. CHINA. 

CERTIFICATE OF ORIGIN 

for China-Costa Rica Free Trade Agreement 

2. Producer's name and address, iflmown: 

UNKOWN lssued in THE PEOPLE'S REPUBLIC OF CHINA 

3. Importer's name, address, country: For Official Use Only: 

JUAN PÉREZ SOTO. PLAZA ROBLE, EDIFICIO EL 

PORTICO PISO. 6558-1000. ESCAZÚ, SAN JOSÉ. 

COSTA RICA. 

4. Means oftransport and route (as far as lmown) 

Departure Date: JULY OlST, 2016 

5. Remarks: 

Vessel /FlightffrainNehicle No.: FD624W 
DONOTDROP 

Port ofloading: TIANJIXINGANG PORT 

Port of discharge: CALDERA, COSTA RICA 

6. ltem 7. Marks and 8. Number and kind ofpackages; 9.HS 
number Numbers on Description of goods code 
(Max. packages (6 digit 
20) code) 

ATTENTION: 
1 TWENTY-FIVE (25) PIECES OF 

JUANPÉREZ WEARING PLATES (VAUTID) 74.09.39 

2 
SOTO. 

TWENTY-FIVE (25) PIECES OF 
COMMON STEEL PLATE 74.09.39 

TOTAL: SIX (6) PALLETS OF 
WEARING PLATES ONLY 

*** 

13. Declaration by the exporter 14. Certification 

10. 
Origin 
Criterion 

WP 

WP 

11. Gross 12. Number, 
weight or date ofinvoice 
other and lnvoiced 
quantity ( e.g. value 
Quantity 
Unit, liters, CXP20160701 
m3.) JULYOlST, 

2016 
25PCS FOB:USD 

35,150.00 

25 PCS 

25, 552 KGS 

The undersigned hereby declares that the above 
stated information is correct, and that ali the goods 
are produced in 

On the basis of the carried out control, it is hereby certified that the 
infonnation herein is correct and that the described goods comply 
with the origin requirements ofthe China -Costa Rica Free Trade 
Agreement. 

(Country) 
and that they comply with the origin requirements Place and date1

, signature and stamp ofthe Authorized Body 
specified in the Free Trade Agreement for the goods 
exported to 

Tel: Fax: 
COSTA RICA 

Chnporting country) 

Place, date and si1!Jlature of authorized aerson 

1 A Certificate ofOrigin issued under China.Costa Rica Free Trade Agreement shall be valid for one year from the dale ofissuance in !he exportinl( counav. 



Certificate of Origin 2 

l. Exporter's name, address, country: Certificate No.: 

SENA TRADING CO., LID. 

CERTIFICATE OF ORIGIN PRESIDENT: KYO HYUNG JIN (MR. JIN) 

38, DOCKBAE-RO 26 BEON-GIL. 

INCHON, CHINA. for China-Costa Rica Free Trade Agreement 

2. Producer's name and address, ifkno'Ml: lssued in THE PEOPLE'S REPUBLIC OF CHINA 

UNKOWN 

3. lmporter 's name, address, country: 

MARÍA CASTRO ARROYO. COSTA RICA. SAN 

RAFAEL ARRIBA DE DESAMPARADOS. DE LA 

CÁRCEL DE MUJERES EL BUEN PASTOR, 600 ESTE. 

4. Means oftransport and route (as far as kno'Ml) 

Departure Date: JANUARY 20IB, 2016. 

For Official Use Only: 

5. Remarks: 

******************** 
Vessel /FlightffrainNehicle No.: MORNING CORVET 

V.078 

Port ofloading: INCHON, CHINA 

Port of discharge: PUERTO CALDERA, COSTA RICA 

6. Item 7. Marks and 8. Number and kind ofpackages; 9.HS 10. 11. Gross 
number Numberson Description of goods code Origin weightor 
(Max. packages (6 digit Criterion other 
20) code) quantity ( e.g. 

Quantity 
Unit, liters, 

1 ONE ( 1) UNIT USED CAR (2002 m3.) 
N/M HYUNDAY NEW GRACE 15 SEATS 87.03.22 PSR 

KMRJD37FP2K534669 ) 
*** 2,100 KGS 

13. Declaration by the exporter 14. Certification 

12. Number, 
date of 
invoice 
and Invoiced 
value 

CI-
20160120001 
JANUARY 
2QIB, 2016. 
FOB: USD 
5,978 

The undersigned hereby declares that the above 
stated infonnation is correct, and that ali the goods 
are produced in 

CHINA 

On the basis of the carried out control, it is hereby certified that the 
infonnation herein is correct and that the described goods comply 
with the origin requirements ofthe China -Costa Rica Free Trade 
Agreement 

(Country) 
and that they cornply with the origin requirernents Place and date2, signature and stamp ofthe Authorized Body 
specified in the Free Trade Agreernent for the goods 
exported to Tel: 

--~--c_o_ST._A_R_ICA-,-----~-+-'A-if,dress: 
( Irnporting country) 

Place, date and sicnature ofauthorized pel'S(ln. 

Fax: 

2 A Certificate of Origin issued under China.Costa Rica Free Tradc Agrcemcnt shall be valid for one ycar from thc date of issuance in thc exporting country. 

1 



University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

1 nstructions: 

Unit 1: Handout 19 

• In groups of 3 students, pick a logo from a bag and write the 

description of goods for the store or company you chose. 

Examples: 

• Decide what packaging is more su ita ble to each item and the 

number of packages per item. Answers vary. 

• Pack_aging types: Pallets, bales, crates, and cartons. 

Wearing plates (Vautid) 25 PCS: Six (6] pallets of wearing plates (Vautid ) 

Bicycles (Phoenix) 44 PCS: Twentv-two (22) crates of bicyc les (Phoeni_x) 

1. China exportintUo La Paca Loca 

Leather purses (Xinxin) 36 PCS: ------- ----------­

Cotton women's clothes (Alina) 232 PCS: --------------­

Cotton bedding (Sleepy) 38 PCS: -----------------

2. China expgrting to Pequeño Mundg 

Fans (Discovery) 12 PCS: --------------------­
Flash lights (Panasonic) 275 PCS: 

------------------~ Diverse toys (Andy) 65 PCS: _____ _ _____________ _ 

3. China exportin g to Rep uestos Gigante 

Helmets (Jix) 72 PCS: ______________ _ 

Turn signa! indicators (Maxi) 14 PCS: ______________ _ 

Shifter sensors (Maxi) 14 PCS: ___ ____________ _ 



4. China exporting Almacén Aliss 

Silver spoons (Moon) 750 PCS : ----- ---------------C o p pe r pans (Ganxi) 96 PCS: 
--------------------~ Stainless steel knives (Moon) 450 PCS: _________________ _ 

5. Mucarú Palmares exportin g to China 

Colonial wood and stainless steel beds (Marina) 2 PCS: ____ _______ _ 

Wooden armchairs (Davinci) 4 PCS: __________________ _ 

Copper and wood lamps (Patsy) 12 PCS: ________________ _ 

6. Vivero la Garita exoorting to China 



University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo Unit 1: Handout 20 

lnstructions: 

Choosing Options 

lnternational Sale Contract 

A) Read the following sale contract that is used by companies positioned in different 
countries far the sale and purchase of different types of products: raw materials, 
manufacturing parts, consumer goods, equipment, and machinery, among others. 

B) Fill in the blanks and choose the terms of this international agreement that best suit your 
needs. Select any information related to the top Canadian exporting companies and 
products from the boxes below. 

Parties in Canada Products Addresses in USA Delivery Conditions 

Suncor Energy, oil gas, 199 Canal Street Free Alongside Ship 

Canadian Natural automotive Gibsonia, PA 15044 (FAS) 
Free on Board (FOB) 

Resources, parts, 7585 S. Central St. Cost and Freight 
Magna specialized Torrington, CT 06790 (CFR) 

lnternational, che mica Is, Cost lnsurance and 
9844 Talbot Lane Freight (CIF) 

Barrick Gold, diversified Stevens Point, WI Ex Works (EXW) 
Encana, metals, dairy 54481 Free Carrier (FCA) 

Saputo, products, Carriage Paid to 

Ca meco, 
121 Oak Meadow Dr. (CPT) 

aerospace, Glendale, AZ 85302 Carriage and 
Bombardier lnc. transit vehicles lnsurance Paid to 

7020 County Ave. (CIP) 
Me Lean, VA 22101 Delivered at 
563 Shore Dr. Terminal (DAT) 
Natchez, MS 39120 Delivered at Place 

(DAP) 
Delivered Duty Paid 
{DDP) 

Taken from: 

http://www.worldstopexports.com/canadas-top-exports/ 
https://www.randomlists.com/random-addresses 

http://www.oneill.com/downloads/incoterms%202015.pdf 

https:f /www.unzco.com/basicguide/cl2.html 

Payment 
cashin 
advance, 
documentary 
letter of credit, 
documentary 
collection or 
draft, open 
account, and 
other payment 
mechanisms, 
such as 
consignment 
sales. 



INTERNATIONAL SALE CONTRACT 

DATE: .. . . .... .............. . .. . . .... .... ...... . . . .. . . ... .. . ..... . ..... . . .. ..... . . ....... . .. . .. . .. . ..... . . . .. . 

BETWEEN: 

........... ... ................... [company legal name] whose registered office is at ... .. . 

... .. .. .. ...... .. ... .. ...•.... [address, city and country] and registration/fiscal number 

is ......... . . . ....... . ........ , represented by . ......................... .. ...... ....................... . 
..... .. .. . [name and su mame, position] (hereinafter referred to as "the Se/fer"), 

AND: 
. .... . .. .. . . .. .... . .. .... .. . ..... [company legal name] whose registered office is at ... . . 
.. ... . .. ..... ..... . ... .......... [address, city and country] and registration/fiscal number 
is . . . . . . . . . . .• . . • . . . . . . .. . . . . . . . , represented by 

........... .. .. .. ..... ....................... . .. .. .. . ... ... ... . ...... [name and surname, position] 
(hereinafter referred to as "the Buyer") . 

Both Parties declare an interest in the sale and purchase of goods under the 

present Contract and undertake to observe the fo/lowing agreement: 

1. PRODUCTS 

Under the present Contract, the Se/fer undertakes to provide, and the Buyer to 
purchase: 

Alterna ti ve A. The fo//owing Products and quantities: ... . .. . .. . .. . .. ... ................... . 

Alternative B. The Products and quantities as set out in Annex 1 of the present C 
ontract. 

2. PRICE 

The total price of the Products which the Buyer undertakes to pay the Seller shall 
be ....... . . .... . .. ...... ................. . ...... . ....... .................... . ... .. . ... .. .................... . 
[write in numbers and letters]. The aforementioned price: 

Alternative A. Is the sum total of the prices of al/ Products and quantities as set 

out in Clause 1. 

Alternative B. Is the sum total of the prices of al/ Products and quantities as set 
out in Annex 1. 



Both Parties undertake to renegotíate the agreed príce when affected by 
significant changes inthe international market, or by political, economic or social 
situations in the country of dispatchor destination of the Product, which may 
damage the interests of either party. 

3 . DELIVERY CONDITIONS 

The Seller shall deliver the Products to ................... [mention the place: 
warehouse, port, airport,etc.], .. ................... [city and country], under condition 
s .............. [mention Incoterm]. The goodsshall be delivered at the agreed plac 
e, and to the transport agent designated by the Buyer, at least twenty 
four hours before the deadline established in the present Contract. Should the 
Buyer fail to take charge of the goods on arrival, the Seffer shall be entitled 
to demand the fulfillment of the Contract and payment of the agreed price. 

4 . PACKAGING 

The Se/fer undertakes to deliver the Products hereunder, suitably wrapped and 
packaged for 

their specific characteristics and for the conditions of transport to be used. 

5. MEANS OF PA YMENT 

The Buyer undertakes to pay the total price which appears in the present Contra 
et. Payment of 
said price shaff be effected by: 

Alternative A. Cash, check or bank transfer to the account and bank branch des 
ignated by the 
Se/fer. 

Alternative B. Bill of exchange or direct debit to the account and bank branch des 
ignated by the 
Buyer. 

6. DATE OF PA YMENT 

The price shall be paid on the foffowing terms: 

Alternative A. ...... . %, being .. ................... [write in numbers and letters], on s 
igning the present 
Contract; and the rest, being .. . .. .. .. .. .. .. .. .. . [ write in numbers and letters], 
on delivery of the 
goods. 

Taken and adapted from 

http:/ /www.globalnegotiator.com/files/international-sale-contract-template-sample.pdf 
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BEIJING CXP IMPORT & EXPO:RT CO~, L TD. 

::ftffi:fkJl:JT ~ ~~:itttH D ~~~0 ~ 

INVOICE 
From: Beijing cxP lmport & E:xport·Co., LtcL 
Rm. 701 Datong Plaza. 21 xlaoyun Rd, ChaoyaJig District, Beijing:, P.R. aun.a. 
100027 
Tel: 00861084545043_ 
FaX:0086I084545327 

To: ·EMEX COSTA RICA. S.A. 

JUAN PÉREZ SOTO. PLAZA ROBLE, EDIFICIO EL PORTICO 

PISO. 6558-1000. ESCAZÚ, SAN JOSÉ. COSTA RICA. 

1 

Date: July lst, 2016 Invoice No.: CXP20160701 
Contract No.:PO 4510000912 
Means ofTransportation: Shipped by sea 
Delivery Terms: CIF Puerto Caldera 
F T" .. Chin rom: 1an1m. a 

No. Descriptian 
-

l 
Vautid WearingPlate. Weldr~: VAUTID 100,2.0x3.0M 

ThicknCSs: 6mmbasie+4mm welding laver 

2 Ccimmon stecl plate, 2.0x 3.0 xlOmm thickness 

Insurance 

3 Sea :freigb.t Rate 
-

-rotal 

Issued on Beijing, China 

T Puert Cald COst .Ri o: o era, a ca 

QTY 1 Unitprice 

25pcs USDl,050.00 

25pcs USD300.00 

J USP35.00 

1*20'GP USDl,365.00 

SA Y CIF San Jose: USD thirty five thousand one hundred and fiftyONL Y. 

Conditions 
1. Payment teqns: Tff 3"0 days 
2. Delivery time:; 4 'weclcs 
3. C®ntry of Origin: dúna 
4. Ban1: informa.tion: 

Beneficiary: .Beijing ~ iMPORT & EXPORT CO:, LTD. 
Account N\imber: 1775286004 
Bank Name: Citibank (China) Co. Ltd., Beijing Branch 
Bank Address: No. 6Wudingbon Street, Xic:heng District, Beijiiig, P.R Chiria 
SWIFf Add: CITICNSXBJG 
Inte:nnediacy bank: Citi"bank N.A. New York Brancb 
sWIFT· Add: C!TIUS33 

1 

Total Amount 

USD26,250.00 

USD7,500.00 

USD35.00 

USJ?l,365.00 

USD35,150:00 

Beijmg CXP Iinport & Export Co., :Ltd 

Rm. 701 :Oatong Plaza, 21 Xiaoyun Rd, Chaoyang District, &ijing, P.lt China. 100027 
~t:~ntrwwal8:~2i.!Mf 21 -~10fil*m:~t~ 101 ~- 100021 

Te! it!.~: +86 (10)84545043 84545143 fax ~,lit: +86 (10) 84545327 

1 



. 

BEIJING CXP IMPORT & EXPORT CO., L TD. 

~t*$~Jf ~f~*tfj D ~~1.%-0 ~ 

P ACKING LIST 

No: ~~~~~~~ 

Contract No. P04510000912 

oate: 1y1v ist. 2016 

Page: ~l~~~~~-

TO: EMEX COSTA RICA. S.A. 

JUAN PÉREZ SOTO. PLAZA ROBLE. EDIFICIO EL PORTICC 

PISO. 6558-1000. ESCAZÚ, SAN JOSÉ. COSTA RICA. 

From: Tianjin, ChiÍla TO: Puerto.Caldera, Co$ Rica 

Marks&Nós. Articleand specification Package 

N/M 
Weañng Plate 6 paílets 
HS:740939; 

PACKAGE NÓ.: 6 pallets 
NET/GROSS 
WEIGHT (KGS): 
24,728125,552 

MEASUREMENT 
(LxWxH in CM): 
6-120x100x115 

. 
-

Total 6pallets 

Gross Weight NetWeight 
kgs kgs 

1 

2S;552 
1 

24,728 

1 

1 

1 

1 

1 

1 

1 

1 

-

25,SSZ 24,728 

BEUING CXP IMPORT & EXPO.RT CO., LTD 

Rm. 701 Datong Plaza:., 21 )Oaoyon Rd, Chaoyang District, Beijing, P.R. China, 100027 
~tJ.?.iP~l3El !K~~1* 21 ~:kii!:kNl~t~ 101 * 100027 

Tel tt!~: +86 (10)84545043 84545143 Fax ~J{.:+86 (10) 84545327 



COMiv1ERCIAL INVOICE & PACKING LIST 
(1) SHIPPER/SE!.LER 

SENA Trading Co., Ltd 

?resldcnt: Kyo Hyung Jin (í-iir Jin) 

38, Dol<bae-ro 26 óeor.~il 

()ngnyeon-C:ong. Yeonsu-gu 
. 

- - - . - -{2)COl\!SIGNEc 

MARÍA CASTRO ARROYO. COSTA RJCA. SAN RAFAEL 

1 ARRJBA DE DESAMPARADOS. DE LA CÁRCEL DE MUJERES 

EL BUEN PASTOR,.600 ESTE. . 
----

I (3) O~P~RTURE DATE -

J<:nuary 5, 2016 

1 (4) VESSEUFUGHT ª ' K5) FROM 

! ;v;QRNING CORNET V.078 4 JNCHON, CHINA -
I"' TO 

PUERTO CALDERA, COSTA RIC-A 

(~ 2) SHIPPING MARKS 
(13) NO. & KINO OF 

PACKAGES 
{14) GOOOS 

DESCR!PTION 

P,'}Jt'ÍVOICt: N<;>. & DA TE 

Cl-20160120001 January 20. 2016 

(8) UC NO. & DATE 
1 

NONE . 
1 

(9) BUYER (IF OTHER THAN CONS!GNEE) ·. 
-

- -

~.:.~ ~:.:.? 2.s .!_:.._s;· 

(10) OTiiER REFERENCE 

. 
{11) lcl™S OF OELIVERY & PAYMENT 1 

US$5,978 
--

(15) QUANTTrY 

. 
CIF PUERTO 

CALDERA, COSTA 
RICA 

(16} UNrr 
PRICc 

(18) GROSS­
I WEJGHT (KG) 

(1i)AMOUNT 

(19) 
M::ASUREMENT 

........ fi 

USED CAR 1 UNIT 

ITEM MODEL & DESGRIPTION 

2002 Hyundai New Grace 15 seats 
USED CAR 

KMJRD37FP2KS34669 1 

SHl?PlrJG COST 

GROSS WEIGHº( & MESUREMENT 

uso 

UNIT 

1 

1 

2,100 KGS 

5,978 

PRICE (USO) 

4,700 

1,273 

18.581 CBiVl 

CIF PUERTO CALDERA, 
COSTA RICA 

'I 

1 

1 



CAIT 
University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

BALES 

BOXES 

Unit 1: Material 23 

PACKAGING TYPES 

CRATES 

PALLETS 



MATERIALS 

COTTON 

STAINLESS STEEL 

Sil VER 

I•- j \ .. ~-~~ '.. --
J .""'-.:.-JI -.... " 

1 ~- ~ .. - - ~ • 

' '.. " . -~a 

LEATHER 

COPPER 

WOOD 



Stores/Companies 



University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Assignment #1 
Guidelines 

lndividually, carry out the following tasks: 

Unit 1: Assignment 1 

A. Technical vocabulairv: Make a list of new vocabulary you have learned in unit 1. Limit the 

list from 10 to 20 words. 

B. Abbreviations: Make a list of the abbreviations you can find in customs documents with 

their corresponding meanings. 

C. Sentences: Write down sentences using the new vocabulary you have learned in unit 1 or 

vocabulary you consider fundamental in your a rea of expertise. Limit the list from 10 to 20 

sentences. 

D. Questions: Write down the questions you have learned in unit 1 or the ones you consider 

difficult for you. Limit the list from 5 to 10 questions of the useful /anguage you have used 

in the class to communicate with your classmates. 

E. lncoterms: Make a list of the lncoterms you consider difficult and give a definition with 

your own words. 

Deliverv date: Monday September 5th, 2016._ 



Universidad de Costa Rica 

Sistema de Estudios de Posgrado 

Maestría en Ja Enseñanza del Inglés como Lengua Extranjera 

Customs Administration and Intemational Trade 

Available Time: 55 minutes 
Total Points: 52 points 
Points obtained: ---

(CAIT) 

Exam 1 
(15%) 

Grade: ------

Vivian Arguedas Molina & Yajaira Ocampo Monestel 

GENERAL INSTRUCTIONS 

1. Write down your personal information. 

2. Read all the instructions carefully. 

3. Check your exam consists of 1 O pages. 

4. You have 55 minutes to complete the test. 

5. Use black or blue ink to complete the test. 

lAIT 
~ .. 

6. The use of dictionaries or electronic devices is forbidden during the 

administration of the test. 



Part l. Filling out a Sale Contract 

lnstructions: 

• Read the information from the commercial invoice about Samsung 

Electronics Company in the next page. Look for specific data and fill out the 

lnternational Chamber of Commerce (ICC) Sale Contract correspondingly. 

• Complete the following sections of the contract: 

-Name, address, contact, place and date of the seller (5 points) 

-Na me, address, contact, place and place of the buyer (5 points) 

-Complete description of goods including quantity, unit of measure, type of 

packages, number of packages, unit of value and weight (6 points) 

-Total price in numbers and letters and the currency for payment (3 points) 

-Explanation of delivery terms or incoterms (1 point) 

-Place of inspection (1 point) 

-Beneficiary (1 point) 

• Total of points: 22 points 

• Time: 25 minutes 

Situation: Imagine you are a customs agent who was hired by an importer in 
Miami to complete a sale contract in arder to buy electronic products. The 
merchandise will be checked in Fascell Port befare it gets to your office door. 



Part II: Filling out a Certificate of Origin 

lnstructions: 

• Based on the bill of lading and the commercial invoice and, 

fill out the provided empty certificate of origin. The 

situation below also provides necessary information. 

• (30 points) 

• Points are written in each box. 

• Time: 30 minutes 

Situation: Imagine you work as a customs agent in China and one of your 
customers requested that you issue a certificate of origin to his/her consignee in 
Costa Rica. The goods are ''wholly obtained" in the territory of China, as referred 
to in Article 22 (Wholly Obtained Goods). The producer ofthe goods is Ai Lun 
Stainless Steel Jewelry. lts corresponding address is 2006 #seat B, Xijiao Building 
Zhan Qian Road, Guangzhou, China. The packages specify that the shipment can 
be verified at www.chinaorigin.gov.cn. The tariff nomenclature for the goods 
made of stainless steel is 7117 .19 and the tariff nomenclature for the goods made 
of sil ver is 7113 .11. The export does not specify any marks or numbers. 

The total of packages are divided into the following order: (The shipment you see) 

ltem # 1: 33 cartons 

ltem #2: 02 cartons 

Item #3: 02 cartons 

ltem #4: 05 cartons 

Item #5: 04 cartons 

ltem #6: 19 cartons 

ltem #7: 08 cartons 

ltem #8: 14 cartons 

ltem #9: O 1 carton 

ltem #10: 01 carton 

Total of packages: 89 cartons 

__ , .. .. .. _ ..... __ .. .. 

-··-- ... ----------------· 

._ ....... .. . ----­.......... ___ _. __ .. . 
--- -__ _........_, ---.. ._.. __ ..... 
- ... .. -

.:..=.:-:..-=:::-.= ·-- ;,;..."""'" 



Date I 0/05/2003 

Company Name: 

COMMERCIAL INVOICE Page 1 of __ _ 

lnvoice #: 006 
Reference I Order No.: AA-006BB-8 

Samsung Electronics 
FedEx Express Bill of Lading Number: 40069368891 

Ship From -Ship To - -

¡Name: Samsung Electronics Co., Ltd Name: R & W Manufacturing I Mr. Jose Martinez 

1Address: 129 Samsung-Ro, Yeongtong-Gu, Suwon, Address: 117587 Scenic Drive 
~yeonggi-do, South Korea 
City/State/Zip: City/State/Zip: Miami, Florida 33555 USA 
iPhone: 82-3-12001114 Fax: 82-3-12007538 Phone: 111-888-5555 Fax: 111-888-5522 

lmporter Other Than Recipient Check One: ---
~~~~--''------~~ ....... --~~~--~~~=-~--=-
[Name: [ x] CIF/Country of Export: Korea 
.,....,..,.......~~----~~~~~----~-

~ d d ress: Country of nufacture: Korea 
City/State/Zip: [ 1 FOB Country of Destination: USA 
~'---~~~---~~~~~~~----

Phone: Fax: 

Qty Unit of Type No. of Unit 
Meas u re of pkgs Value Pkgs. 

30 Ea. Box 3 7.50 

45 E:1. Box 10.50 

l 
r 1 

, 
1 l l l 

1 1 ¡ 1 
, 

¡ 1 1 1 1 
1 1 1 1 

i 1 1 1 1 
~ 1 r 1 r 
1 1 ' 

1 
1 

r 1 l 
Total Number 

of Packages 8 

[ ] c&F Currency: US Dollan 

Package _lnfo"."'8tion 

1 Weight Commodity Oescription 

Parts and accessories for photographic 75 
cameras. - 9006.9 harmonized code Pound 
Cameras with through-the-lens viewfinder, for roll 

80 'film of a width not exceeding 35 mm, not Pound cinematographic. • 9006 harmonized code 
. 

1 

1 

1 

1 1 
~ ! 1 1 

j l 
Total 155Lb 

1 
1 
r 
1 
1 
1 
1 
1 

10/0512003 

Signature of shipper/exporter (type name and title and sign) 
1 declare all the information contained in this invoice to be true and correct 

Taken and adapted from : 

https.://en. wiki pedia.org/wiki / Samsu n_g Electronics 

http:/lwww.siicex.gob. pe/siicexllemp/FACTURA%20COMERCIAL.pdf 

Date: 

Total 
Value 

225.00 

500.00 

725.00 



ICC lnternational Sales Contract 
(Manufactured Gooos lntended for Resale) 

A. SPECIFIC CONDITIONS 

REF#: 

These Specific Conditions have been pre pared in arder to permit the parties to agree to the particular terms of the1r sale contract by completing the spaces left 
open or choosing (as the case may be) between the alternat1ves provided in th1s document. Obviously this does not prevent the parties from agreeing to other 
terms or further details in box A-16 or in one or more annexes 

SELLER 

Na me 
---------------~ 

Addres~s===========================: 
1 

Contact _______________ _ 

' 

BUYER 

Na me --------------
Ad d res s 

,=:::::::::::==============: 

Contau......i ____________ _ 

1 

The present contract of sale wffrt>e govemeifby these Specific Concfitions (to ttie extent trnit tll-e-­

relevant boxes have been completed) and by the ICC General Conditions of Sale (Manufactured Goods 
lntended for Resale) which constitute part B of this document. 

Seller Sígnature 

Place 

Date 

A-1 GOODS SOLD 

1
_o_e_s~mtio_o_o11b.e_G_O:Q9_s __ 

A-2 CONTRACT PRICE (Art. 4) 

Currency: 

A-3 DELIVERY TERMS (Accordíng to lncoterms 2000) 

EXW Ex Works: Named Place 

FOB Free On Board ; Named Port of Shípment 

Buyer Sígnature 

Place 

Date 

Amount in Numbers: 

CIF Cost lnsurance Freight: Named Port of Shípment 

DDP Delívered Duty Paíd; Named Destinatíon 

Delivery Terms 

Taken and adapted from 
http://www.walkerchb.com/WCB%20 ISC%20 Master. pdf 

Copynght - 1997 ICC (lntemational Chamber of Commerce) 

1 



ICC lnternational Sales Contract REF#: 01-VENDOR-YEAR-MO/DY-OO 

(Manufactured Goods lntended for Resale) (Notjl: LastTwo Diqits Signifies Version) 

A-5 INSPECTION OF THE GOODS BY BUYER (ART. 3) 

Befare Sh ipment Place of lnspection: 

Other 

A-7 PAYMENT CONDITIONS (ART. 5) 

O Irrevocable documentary credit (art. 5.3) ~ Confirmed ,Q Unconfirmed 

Place of issue (if applicable): l'r-1 -~~~--------------~...;;;=-----.-, 

Place of confirmation (if applicable) 11 

........ ~~-------~~~~------------~---' Credit Available: 

By payment at sight X 

By deferred payment at 

By acceptance of draft at 

By negotiation 

c::::J days 

c::::=J days 

Partial shipments · 

0 Anowed 

O Notallowed 

Transshipment: 

i::::ID Allowed 

O Notallowed 

Date on which the documentary credit must be notified to seller (if different from art. 5.3) 
O 1 ) 30 days befare date of delivery D Other: l..----~~......;---------. 

O Electronic Funds Transfer (EFT) 

Beneficiary Name: 

Account No 

Bank Name 

Bank Address: 

Correspondent Bank: 

Bank Address: 

A-15 RESOLUTION OF DISPUTES (ART. 14) 
The two solutions hereunder (arbitration or litigation before ordinary courts) are altematives: parties cannot choose both of them. lf no choice 

Is made. ICC arbitration will apply, according to Article 14. 

' ARBITRA TION 

ICC (accord1ng to Art 14.1) 

Place of arbitration: California 

Other (specify): 

Taken and adapted from 
http://www.walkerchb.com/WCB%201SC%20Master.pdf 

• LITIGATION (ordinary courts) 

In case of dispute the courts of 

California 

shall have jurisdiction 

l. 
1. 



.. EN ~GSEN IMPORT AND EXPORT CO.,LTD 

ROOM HUI ZHOU BUJLDING ALONG ROAD,LUOI-HJ DJSTRICT SHENZHEN CHINA 

~ I! 
INVOICE 

~:X 
ToMessrs. 

ISIDRO LOPÉZ M 
COSTA RICA 

AlAJUELA 125, SUR DE PERIMERCADO . . 

!W. EÉI 
. Shipped per 

MAf}BWJ 
Sailing about 

EÉI 
From 

SHENZHEN ,OilNA ~ 
To 

lllfiJi&~ 
e ~ IJ[J 

Mark& Description 

N/M 1 

( DIVERSE STAINLESS STEEL NECKLACE ,BRACEL TE EARING &RINGS 

z DNERSESTÁll'iÚ:'$s STEEL EARINGs (AFFRRY > 

j DIVERSE STAINLESS STEEL NECKLACE &BRACELET (OMG ) 

q DNERSE ST AINE.ESS STEEL NECKlACE & BRACELET {LIQUAN) 

s DNERSE ST AINLESS STEEL EARJNGS (JINXIN) 

1 DIVERSE STAINLESS STEEL NECKlACE (OULAI ) 

-i¡ DIVERSE STAINLESSSTEEL EARINGS (YOYO) 

~ DIVERSE STAINLESS STEEL BRACELET, NECKLACE ,JEWERL Y SET {AUCE l 
<I DIVERSE STAINLESS STEEL BRACELET (YAZJ<:f) 

L0 DIVERSE SIL VER EARINGS (LIFFUL ) . 
' 
1 

. 

PAGEl 

mm 2016.os.29 
Date: 

~~ 

Invoi.ce No.: · 
il*'=l!iifl -~Wll'JbOi--, ~. -56--

Contract No.: -----
~m~ 
L/CNo.: T/T --- - -

SAN JOSE ,COSTA RICA 

~ it 1J m ~ íifi. 
Quantilv UnitPrice Amount rusm 

l"UD" TA el 

,_ 

' 

1 

24384 PCS US$2.06
1 

U5.$50,231.0i 

4668 PCS US$1.31 US$6,115.08 

1857 PCS US$2.84 US$5,273.88 

6600 PCS US$1.22 lJs.$8,019.00 

9458 pes US$1.03 Us.$9,703.91 

39654 pes ' US$0.68 DS.$27,123.34 

24139 pes Us.$0.36 U5$8,714.18 

18950 PCS US$1.86 US$35,171.20 

500 PCS US$1.62 Us.$807.50 

4944 PCS US$1.99 Us.$9,838.56 

:1 
1 

r:fOTAL: US$160~7.68 



ldl.1.0.F:LADIN NSr'ORT 
oít MuLliMói>Ai:·l'RANsPC>itT 

.. 

$1:11it: MAEU 

1 BJLNo. 956741533 
1 

""" 2488614 

~.;;.,.<~;..¡,"~· ;:¡¡¡¡¡:¡iiilll!l:ii::;. ~'5iaiiiiir...iiiiiÍ•~¡¡;;¡iit11¡¡;;;~~-ir..J;Jlil~ec¡;¡¡~r--------------1 
ISIDRO LÜPEz·t;e!"• SAME AS CONSIGNEE 

• . a.Wua:A· 125; sUR.. DE. PERIMERcAOO,COSTA RICA - . ··~· ......•.. ·. . . . ..· ·-. . 

llii_ l.oOding 
Chswan Ch··· 

• n;ia 

_; °""1"1):>n ~ . No; 

· 1 Co~tainer s~ici· to é:Q~~in 's9.tA~To~s 
~.1.VE~SE- SrAIN~~~pE0~Ri.Y ' ' 

. DI\!ERSE SILVER-~Y ·. ·. · . 

1 . ,lppllcaQle ~..,,... - """' ... Mui!lmod•I Trans¡>Ort B/L (stt <lil""' 1) . 

1 
San JOSé: .eostil Ric:a . . · • ·: ~--: .. ~ .· .. ;~.:~::,.:-.: 2.:s ... :~:..-.: ~~::~r .. :~··. ~... _ . • ... . ~ 

_&;y SMIPftR ·. 
CBM 

. (NE:C!<LAcE;sRft.ce:LEf;€'.A~ING~RINGS ETC.) 

.--, :.N1~- · ·: .,, · ~·.·e · -"~~ -t·"<.:=· ;·.~~~--:~;:~~\~:~·~~;.-'_"_ .· 

. " .. -~ 

- -. : 

·-
'• . : .: 

.· 
. · 

C'f/SD 

;· .... 

~-.,,. -

i -. 

. .. 



Certificate of Ori21n 
l. Exporter's name, address, country: (1 point) Certificate No.: 

2. Producer's name and address, ifknown: (I point) 

3. Importer's name, address, country: (1 point) 

4. Means oftransport and route (as far as known) 
(2points) 

Departure Date: 

Vessel /Flightffrain/Vehicle No.: 

Port ofloading: 

Port of discharge: 

CERTIFICATE OF ORIGIN 

for China-Costa Rica Free Trade Agreement 

lssued in 

For Official Use Only: 

S. Remarks:(l point) 

6. Item 7. Marks and 8. Number and kind ofpackages; 9.HS 
code 

10. 
Origin 
Criterion 
(2 
points) 

11. Gross 
weightor 
other 
quantity 
(e.g. 
Quantity 
Unit, liters, 
ml.) 

f2. Number, date of 
invoice number Numbers on Description of goods (I O points) 

(Max. 20) packages 
(2 points) (I point) 

13. Declaration by the exporter 
The undersigned hereby declares that the above 
stated infonnation is correct, and that ali the goocls 
are produced in 

(Country) 

14. Certification 

(6 digit 
code) 
(2points) 

(5 points) 

and Invoiced value 
(2 points) 

On the basis ofthe canied out control, it is hereby certified that the 
infonnation herein is correct and that the described goods comply with the 
origin requirements ofthe China -Costa Rica Free Trade Agreement. 

and that they comply with the origin requirements ¡..----~----~------­
Place and date1, signature and stamp ofthe Authorized Body 

specified in the Free Trade Agreement for the 
goods exported to 

( lmporting country) 

Place, date and si li!J'lature of authorized nerson 

Tel: Fax: 

Address: 

' A Certificate of Origin issued under China ·Costa Rica Free Tn1de Agreement shall be valid for one vear from the date of issuance in the exporting 



Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Unit 2: Writlng e-mails 

Lesson Plan # 1 
Date: Au ust 3P1 2016 

Unit Goal: By the end of the unit, the students will be a ble to successfully write e-mails based on Free Trade Agreements (FTA) to customers or 
colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and standard writing conventions. 

General objectives: By the end of the unit, the students will be able to: 

appropriately describe customs regulations to customers by indicating the main measures or procedures to follow in FTA. 

Specific objectives: By the end of the lesson, the students will be able to: 

1. appropriately classify phrases into salutations, opening sentences, endings, and closings used when writing e-mails. 

2. appropriately identify main ideas in a section of China-Costa Rica FTA by underlining them. 

3. correctly identify phrases to explain customs regulations and phrases to give advice by classifying them into categories. 

4. successfully describe customs regulations to customers by indicating main procedures and giving advice via e-mail. 

S. properly use modal auxiliaries by filiing in the blanks authentic statements taken from the FTA. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Micro Language focus Strategies Time 
Skills 

1 Routines: Greetings, write the date, check attendance. R Vocabulary Activating 15 
Warm up: Formal e-mail content s -Salutations: Greetings and titles (Dear Mr. Lynch, 1 hope prior min 

1 

• T writes the objective on the whiteboard and tells the ss the you're going well with your project, etc.) knowledg 

importance of improving their writing skills in order to perform Opening sentences (1 am writing with regard to your e-mail e (5:00-

better when writing e-mails. about .. , etc.) 5:15) 

• T asks ss what the main e-mail parts are. She makes a list on the -Ending phrases (Please do let me know if 1 can be of further 

board. (activating prior knowledge: strategy already taught) assistance, etc.) 

1 

• In groups of 4 students, ss receive a plastic bag containing slips of -Closing phrases (Sincerely, Best regards, Regards, etc.) 

paper with possible formal phrases found in e-mails. They classify UL 

the phrases into salutations, opening phrases, endings, and closings Which phrases are salutations/ opening 

according to provided headings. sentences/endings/closings? 

• T walks around to check the classifications . -1 think is a/an 

• Two ss of each group join another group and share their answers as Do you use these phrases when you write e-mails? 

well as opinions using the UL (Optional. Only if 1 have time). -Yes, 1 do. 1 use them especially when ...... 

Materia Is: -No, 1 don't. 1 should start using them. 

• Material #1: a set of slips of paper with possible formal phrases Which phrases are the most useful for you? 

found in e-mails -1 consider and are very useful. 

2 Pre-task 1: Findlng main ideas! L Vocabulary Skimming 15 
• T explains the skimming strategy. T starts by naming the reading R Vocabulary in the article min 

strategy and explaining how and when to use it. After that, ss, in (verification, written requests, exporting Party, ground, (5:15-
pairs, receive an example (Handout # 1) as a model. Ss follow the accuracy, certificate of origin, customs administration, 5:30) 
underlined phrases while teacher models the strategy. shall, jointly, thereof, finding) 

•Once modelling is finished, ss are given a text concerning Rules of Grammar 

Origin and Operational Procedures; specifically Article 44. Verification Modal auxiliarles (shall, may) 

of Origin. Ss skim the article from the FTA and underline the main UL 

ideas in order to practice the strategy individually. What main ideas did you find? 

• Ss compare if they underlined the same main ideas with the -1 consider that is one of the main ideas. 

classmate next to them using the UL. How about you? Do you agree? 

Materials: -Well, 1 think that one main idea is 
1 

1 

• Handout #1: Modelling example for skimming strategy -Another main idea is 

• Handout #2: Article 44 ( FTA) 
1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful language 



bj. Procedures Micro Language focus Strateg Time 
Skillls 

les 
Pre-task 2: Looking for phrasesl R Vocabulary 

1 10 
~ • The group is divided into 4 groups. Each group is given a bag with slips of s -Phrases to explain customs regulations (According to min 

paper. The slips of paper consist of phrases to explain customs regulations article 23, section A, on Rules of Origin .. ,) (5:30-
and phrases to give advice to customers. -Phrases to give advice to customers (You should ... , 1 5:40) 

• Ss classify the phrases and T asks them possible words or ideas to complete suggest that you ... , You must..) 
the phrases. Ss use the UL to interact to each other. Grammar 

• T asks ss which phrases are obligations, suggestions, or indicate future Modal auxiliaries (shall, may, should, can, must) 1 

formal actions. UL 
Materlals: Do you think is a phrase to give advice/ 

• Material #2: Phrases to explain customs regulations? 

-Yes, 1 do./ No, 1 don' t. lt is used to give advice/ to 
explain customs regulations. 

What phrases are obligations/indicate future formal 
actions? 

1 

4 Main task: Replying my first e-mail! R Vocabulary 20 
• Task phase: Based on Article 44 and an e-mail about an English speaking w Dear Mr. Ruiz ... l'm writing with the purpose of.. .Could min 

customer living in Costa Rica who writes to a customs agent in order to s you please let me know if ... ? 1 would appreciate it if (5:40-
consult Rules of origin issues, ss write a reply, as a draft, on their notebooks you ... 

6:00) 
to offer advice to the customer. (Ss are given material 1 and 2 in a hard 1 am responding to your e-mail concerning ... Please do 
copy to help high-beginners.) let me know if 1 can be of further assistance. 10 

• Plannlng phase: Ss revise and edit their e-mails. After that, they write the UL min 
final version in a provided format. T takes notes of errors. -As a customer, are you satisfied with the reply? why? (6:00-

• Reportlng phase: Ss share the e-mails to the class by pasting them on the Or why not? 6:10) 
wall. Ss walk around and they choose one e-mail to give feedback. In the ' Comments in the peer assessment form: 
peer revision form, ss give feedback to classmates and react to the e-mail by - ~name} makes use of the 15 
answering a question. Ss use the UL. Anonymously, ss tell the class the salutation/closing/ending phrase appropriately. min 
mistakes classmates had. He/she also uses the opening sentence correctly. (6:10-

T provides feedback and correct errors. 1 However, she/he has difficulties with .... 6:25) 
1 Materials: -As a customer 1 am satisfied because ... 

• Handout #3: E-mail and e-mail format to write their replies -As a customer 1 am not satisfied because ... 
•Peer assessment form #1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro language focus 
Skllls Strategles Time 

Post-task: Modal auxiliarles R Vocabulary 
.5 • T explains the modal auxiliaries and their different uses (may, w -The Commit~e~ shall meet on the request of a Party 15 min 

shall, should, must, have to). s or the Commrssron to consider any matter arisi (6:25-

• Ss fill in the blanks an exercise with modal auxiliaries using under this Chapter. Future formal action. ng 6:40) 

authentic examples taken from the FTA. Ss write what the -The importer may, within 1 year, after the payment 
modal auxiliaries express in each statement. of the customs duties, apply for a refund of any 

• Ss check the exercise in pairs using the UL provided . 
1 

excess lmport customs duties imposed. Possibil!!v. 

• Finally, ss check as a whole group the exercise and T corrects Ul 
mistakes and gives feedback to ss. What modal auxiliary is appropriate in statement 

1 number __ ? 

Materials: -1 consider is appropriate. 

• Handout #4: Modal auxiliaries and exercise 
1 

What does it express? 

1 

-lt expresses . 
Homework: 

• Ss are given a possible reply for the same customer's e-mail 
written by the teacher. Ss read it at home and they will tell the 
class what aspects in the provided reply they did not take into 
account. 

Materials: 

• Handout #5: Homework 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



University of Costa Rica 

Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

ldentifying main ideas 

Unit 2: Handout 1 

The H_arman.ized Commodi Descr" ion and Coding System generally referred to as 

"Harmonized System" or simply "HS" §.a multipuroose jnternational w oduct nomenclature 

developed by the World Customs Organization (WCO). 

lt comocises. about 5,000 commodity groups; each identified by a six djgjt code, arranged in 

a legal and logical structure and is supgorte_d by well-oefined rules to achieve uniform 

classification. 

The system is used by more than 200 countries and economies as a basis for their Customs 

tariffs and for the collection of international trade statistics. Over 98 % of the merchandise in 

international trade is classified in terms of the HS. 

The HS is also extensively used by governments, international organizations and the prívate 

sector for many other purooses such as intemal taxes. trade g:olicies. monitoring of controlled 

good_s, rules of ariqin. freioht tariffs,Jransport statistics , price monitoring, guota contrats , 

compilation of national accounts,_and economic research and analysis. The HS is thus a uniY_ersal 

e_conamic tan ua e and code for goods, and an indispensable tool for iritematianal trade, 

Adapted from: 
http :/lwww.wcoomd.org/en/ topics/ nomenclature/overview/what-is-the-harmonized­
svstem.as px 



l.AIT 

lnstructions: 

University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Unit 2: Handout 2 

A. lndividually, skim the text below regarding Rules of Origín, 
Sectíon B: Related Operatíonal Procedures. Underline the 

main ideas. 

Time: 2 minutes 

Article 44: Verification of Origin 

l. For purposes of determining whether goods imported into the territory of a 

Party1 qualify as originating goods under this Chapter, the customs 

administration of the importing Party may verify origin of the goods, when 

there are reasonable grounds2 to doubt the accuracy3 or authenticity of the 

Certificate of Origin or when performing the control. The customs 

administration of the importing Party shall4 conduct the verification by mea ns 

of: 

(a) written requests5 for additional information from the importer; 

(b) written requests for additional information from the exporter or producer 

in the territory of the exporting Party; 

(c) written requests to the authorized body of the exporting Party to verify the 

origin of the goods, with a copy of such request being notified or 

communicated to the competent authority ofthe exporting Party; or 

(d) such other procedures as the competent authorities of the Parties may 

jointly6 decide, including a verification visit. 

2. The customs administration of the importing Party which makes a written 

request for verification under subparagraph l{c) shall specify the reasons of the 

request and provide any documents and information or copies thereof7 in 

support of such request. 

3. The importer, exporter or producer, who is requested for verification under 

the subparagraphs l(a) or l(b), shall respond the results of the verification in 

such detail as requested by the requesting Party within 60 days (not 



extendable) from the date of notification of the written request. The 

authorized body which is requested to undertake8 the verification under 

subparagraph l(cL shall respond the results of the verification in such detail as 

requested by the requesting Party, within 6 months from the date of the 

notification of the written request, to the competent authority of the importing 

Party, with a copy of the results of the verification being notified or 

communicated to the competent authority of the exporting Party. 

4. The competent authority of the importing Party shall notify, in writing, to the 

competent authority of the exporting Party of the results of the determination 

on the origin of the good, including its legal basis and findings9 of fact. 

G/ossary: 

l. party: Law Apersonar entity that participates in a transaction 

ar makes a contract. 

2. ground: An orea of reference ar discussion 

3. accuracy: Precision; exactness 

4. shal/: Used befare a verb in the infinitive to show. 

something that will take place ar exist in the future 

5. request: An act of asking far something 

6. jointly: In co/laboration ar cooperation 

7. thereof: From that cause ar origin 

8. undertake: To take in charge 

9. finding: A conclusion reached after examination ar investigation 

Taken from: http://fta.mofcom.gov.cn/ topic/ encosta .shtml 

Definitions adapted from: www.thefreedictionary .com 

/nstructions: 

B. With the classmate next to you, compare your main ideas. 

Are they the same? 

Use the useful Language below. 

Useful Language 

What main ideas did you find? 
-1 consider that is one of the main ideas. ----
How about you? Do you agree? 
-Well 1 think that one main idea is ______ _ 



University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Replying my first e-mail! 

lnstructions: 

• Based on Article 44 and the e-mail below about an English 

speaking customer consulting for Rules of Origin issues, write a 

reply, as a draft, on your notebook to offer advice to the ~ 

customer. 

• After that, revise and edit your e-mail and write the final version 

in the provided format. 

• Finally, share your e-mail to the class by posting it on the wall . 

Regarding professional advice 

.'~ Daniel Rukeyser 
.. ~l,ffO• 

Dear Mr. Ruiz, 

I hope you're doing wel/. 

9 26 Pf,l 116 hcurs agc¡ 

Unit 2: Handout 3 

J'm writing with the purpose of acquiring information about a customs problem J'm 

having. 

J'm a novice American businessman with my company in Costa Rica. Actual/y, I have 

an enterprise to import and export e/ectronic parts in Puntarenas. The prob/em is that I 

imported a few e/ectronic components such as resistors, capacitors, diodes, transistors, and 

integrated circuits from China and I received the certificate of origin as it corresponded; 

however, the customs administration of Costa Rica notified me that they need some 

additional information from the producer and from my enterprise. To be honest, J'm don't 

have experience regarding this issue. I would real/y appreciate it if you would give me advice 

concerning this problem. 

Could you please /et me know if you are avai/ab/e for a meeting on August 28th? I 

would a/so appreciate it if you cou/d reply within two days since I need to arrange my 

agenda. Thank you. 

Sincere/y, 

Daniel Rukeyser 
General Manager 
Electronic World 
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lAIT 
University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Modal auxiliaries 

Unit 2: Handout 4 

Moda Is (also called modal verbs, modal auxiliary verbs, modal auxiliaries) are special verbs which 

behave irregularly in English. They are different from action verbs like "work, play, visit ... " They give 

additional information about thefunction of the main verb that follows it. They have a great variety 

of communicative functions . 
Here are sorne characteristics of modal verbs: 
• They never change their form. You can't add "s", "ed", "ing" ... 

• They are always followed by an infinitive without "to" (bare infinitive) 

• They can be used to indicate or express certainty, possibility, obligation, or advice, for example. 

1 Modal Verb 111._ _ _ Ex_p_res_Sil_~n_g _ __.l l ._ _ ______ Ex_a_m_pE_e _ ____ ~~ 

must 

must not 

Strong obligation 

logical conclusion I 
Certainty 

The authorized body must sign the certificate of origin. 

He must be very tired. He's been working in the warehouse 
' ll day long. 

1 

¡prohibition 1 IYou must not issue a certificate of origin for non-originating 
goods. 

,.-----~~--.~==============~=-~~~~~----~~~~~~~~---~-' 
... lpe ___ rm_1:- _1s_si_o_n ___ __.J JMay 1 use your computer please? 

may 

~---~ 

should/ought 
to 

Shall 

possibility, ~he delivery may be here by tomorrow! 

probability 1 

50 % obligation 1 should/ought to see my customer tomorrow. 1 have to give 
¡advice to her. 

¡•dvice 
J 

IYou should/ought to revise your inbox as soon as possible. 

logical conclusion He should be/ought to be very tired. He's been working in 
the warehouse all day long. 

:Simple future (1st Shall we submit the document this month? (British English) 
person) 

Permission ( 1 st 5hall we deliver the packages next week? 
person) 

f u tu re formal action rThe company president shall report financial shortfalls to 
(formal the executive director ea ch semester. 

Adapted from: http://www.mvenglishpages.com/site p~p files/grammar-lesson­
modals.php 

1 



Exercise 

lnstructions: 

• Fill in the blanks the following statements with appropriate modal 

auxiliaries. Write what the modal auxiliaries express in ea ch statement. 

• Use the useful language to check the exercise over. 

l. The Committee meet on the request of a Party or the Commission to 
consider any matter arising1 under this Chapter. ----------

2. The importer within 1 year, after the payment of the customs duties, 
apply for a refund2 of any excess import customs duties imposed. 

3. No customs duties, deposit or guarantee ___ be refunded in the case where the 

importer fails to declare upon3 importation. -------~--
4. For the recognition of equivalence, the Parties take into account 

international standards, guidelines4 and recommendations developed5 by the 

relevant international organizations. ----------
5. The applicant for an advance ruling on tariff classification ___ be registered with 

the local customs authority of China . . ~---------

Glossary: 

1. arising: To come into being; originate 
2. refund: To give back, especial/y money; return or repay 
3. upon: Concerning 
4. guidelines: Statements or other indications of po/icy or procedures by which to 

determine a course of action. 
5. developed: Brought into being gradual/y 

Useful Language 

-What modal auxiliary is appropriate in statement number _ ? 
1 consider is appropriate. 

-What does it express? 
lt expresses ______ _ 



lnstructions: 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Homework 

Unit 2: Handout 5 

• Read the possible reply for the same customer's e-mail you replied to. 

• What aspects in this reply you did not take into account? 

• Be ready to share your answers. 

R e : Regarding professional advice 

9:26 PM (16 hours ago) 

Dear Mr. Rukeyser, 

I hope your day is going well. 

With reference to your e-mail on Monday, I would like to Jet you know that the 
customs administration of Costa Rica verify origin of the goods once in a while, sometimes 

randomly or when it is considered necessary, since sorne goods may not be originating from 
the exporter or producer's country as the exporters state. 

The customs administrations worldwide general/y send written requests in arder to 
request additional information from either the importer, the exporter or the authorized body 

of the exporter. According to article 44, section B, on Rules of Origin, the customs 
administrations maya/so perform a verification visit; thus, they may verify the origin of the 

goods. In this case, the customs administration of Costa Rica must specify the reasons of 
such request to the Chinese producer or exporter. Moreover, based on the operational 

procedures of article 44, the Chinese exporter or producer must have 60 days to respond ad 

provide the requested information to the customs administration of Costa Rica. However, the 
authorized body of the Chinese exporter or producer will have 6 months to provide the 
requested documents. Final/y, the customs administration of Costa Rica will notify in writing 

form the results of the process and the procedures to be performed based on the findings. I 
suggest that you keep al/ the customs documents for this process. 

Should you need any further information, please do not hesitate to contact me. We 
can meet on September 1sth at 9am. 

With anticipation, 

Me/ver Ruiz Soto 
Code: 467. D.G.A 
Customs Agent 



~ 

<i;~~-,......~=--. 
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Unit 2: Material 1 

.. ,,.1~ \.~O;, 
o,.. r,.-diri9 j" (j. c>"'('O;, Formal e-mail content 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
~--·-·-·-·--§.~!!:'.t..~ti.~~~----·-·-·- · -·~·-·-·-·-·--~~~!!g~---·-·-·-·-·~ 
¡ Please do let me know if 1 ¡ 
! Dear Ms. Peterson, can be of further assistance. 
1 
! 1 hope yo u' re well. 
1 . 
l-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1-:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 

Should you need any further 
Dear Mr. Lynch, information/assistance, 
1 hope all is going well with the please do not hesitate to 
project. contact me . 

. r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
¡ ¡ 1 look forward to meeting ¡ 
! Dear Mr. Vogler, ! you soon. i 
i 1 hope your <lay is going well. 

1 

. 
1 . . . 
1-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·l-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
~--·-·-·QP.~~l!1_g_~~!1-t.~~~-~~---·-·-·~·-·-·-·-·--~l~~.i~g~---·-·-·-·-·~ . . 
1 1 

! 1 am writing with regard to your Sincerely, ! 
1 • b i e-mail a out. .. 

l-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 

With reference to your e-mail 
on Friday, 1 would like to let 
you know that ... 

With anticipation, 

. r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 . . . 
1 1 

! 1 am writing to inf orm yo u that.. ! Respectfully yours. 
1 1 

. . . 
-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·---·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
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Unit 2: Material 2 

r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
l Phrases to explain customs regulations l 
r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·I 
1 

l According to Article 23, section A, on Rules of Origin, ... 
1 

1 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 

Based on the operational procedures of Article 46, the . .. shall 
req uest/present. .. 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! In this case, the . . . . . . . . . m ust. . . . ! 
1 1 

l ¡ 
1 1 
i i r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-

Article 37, indicates under subparagraph 2(d) that .... shall 
specify . .. 

r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
l Phrases to give advice to customers l 
r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·I . . 

¡ I suggest that you.. . , 
1 1 

i-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
! Y ou should.. . ! 
1 1 . . 

1 

1 

1 1 r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Phrases to explain obligatory procedures 
1 1 r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
1 

1 

! In this situation, you have to ... 
i i r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
l l 
1 

! You must ... 1 

L·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·¡ 
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Activity: Providing feedback to my classmate . 

Unit 2: Peer assessment form 1 

u lnstructions: Give your partner feedback on his/her e-mail, using the following form. 
My Classmate's name: _________ _ _ _ 

Criteria Yes Needs No Comments 
My classmate .. . improvement 

l. fills out the subject line 

appropriately. 

2. makes use of salutation 

appropriately. 

3 . uses the opening sentence 

correctly. 

4. writes the body successfully. 

5. provides an appropriate ending 

phrase. 

6. provides an appropriate closing 

phrase . 

As a customer, are you satisfied 

with the reply? why? Or why not? 
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Unit 2: Writing e-malls 

Unit 2 Lesson Plan 11 2 
Date: Monday. Sep.tember 51

h. 2016 

Unit Goal: By the end of the unit, the students will be able to successfully write e-mails based on Free Trade Agreements (FTA) to customers or 
colleagues from countries where English is lingua franca by using appropriate, structures, vocabulary, register and standard writing conventions. 

General objective: By the end of the unit the students will be able to appropriately describe customs regulations to customers or colleagues by listing 
the main measures or procedures to follow in Free Trade Agreements (FTA). 

Specific objectives: By the end of the lesson, the students will be able to: 

l. effectively identify areas of improvement by analyzing the previous test. 
2. successfully identify antecedents related to Canadian importing regulations. 
3. appropriately find vocabulary from a specific section from The Ca nada-Costa Rica Free Trade Agreement. 
4. effectively understand main ideas from a section of the Canada-Costa Rica Free Trade Agreement. 
S. properly reply an e-mail by restating information about a section of the Canada-Costa Rica Free Trade Agreement. 
6. successfully write sentences that support a previous idea by using transition words of agreement, addition and similarity. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Skills Language focus Strategies Time 

Routines: greeting, write the date, check attendance, Exam 1 Feedback & S,L lOm 
Homework (5:00-5:10) 

1 Warm up 
1 

• Ss ask general questions about the previous exams and T gives them feedback 
about it and about the homework assigned. 
* Ast gives support if necessary. 

Materials: 
Exam Solutions, Homework Answer Key 

2 Pre-task 1: Why is it so hard to get wine in Canada? 

• The whole group watches the video "Why is it so hard to get Canadian wine in 
Canada?" and then, volunteers answer sorne questions about the topic. L,S Vocabulary lOm 

* Ast hands out the copies. federal offense, (5:10-5:20) 

Materials: unconstitutional, wine & 

Unit 2: Handout # 6,Video distilled spirits, livestock, 

Pre-task 2: Collocations lntoxicating liquors 

3 • Ss stand up and look for their match. Sorne of them have collocations and the 

1 

others have the definition related to the context from the text Annex 111.8 in 
theThe Canada-Costa Rica Free Trade Agreement about wine and distilled 
spirits. Then, they form pairs. 

• Ast gives the solutions with ali the vocabulary in a handout. 
Materia Is: R,S,L Interna! sale, distilled spirits, lOm 

Unit 2: Handout 7 & Material #3 (slips of paper with words) prompt renewal, existing (5:20-5:30) 

4 Pre-task 3: The Canada-Costa Rica Free Trade Agreement: Wine and Distllled measure, appeal procedures, 

Spirits objective ruling, commercial 

• Ss practice a quick example of the strategy scanning. T gives the instructions considerations, estate winery, 

and times the activity for a minute. Ss need to find specific elements in a text exporting party, alcoholic 

and report them to de class. beverages 

• lndividually, Ss sean the assigned section from the Canada-Costa Rica Free 
Trade Agreement related to Wine and Distilled Spirits and circle collocations 
studied in the previous activity. Sorne of them are assigned role A and sorne 
others re assigned role B. 

Abbrevíations: T =teacher, Ast =assistant, St= student, Ss=students, L=listeníng, S '=speaking, R= readíng, W=wríting, UL= usefu language 



• Ss work in pairs and they tell each other sorne information learned about the R&S Useful Language: An important Strategy 20m 

text and more specifically about ideas where the collocations are mentioned. consideration from this annex (5:30-5:45) 

*Ast hands out the copies, promotes useful language and writes the useful is .... , A main idea the agreement Scanning 
vocabulary on the board. states ... , Specific details this 

.5 Materia Is: section refers are the following ... 

Unit 2: Handout # 8 (Scanning) & Handout # 9 (Text) 1 understand that..., l learned 

Task: No big deal! that ... 

• Task Phase: lndividually, Ss write a supportive reply e-mail in order to help 
the co-worker in trouble. First, they write a draft restating sorne important Useful Expressions 

details from the text-Annex 111. 8. Informal Expressions: Hi Dennis, 

• Planning Phase: Ss edit and proofread their e-mails . Helio Claire, Dear John, Justa 

• Reporting Phase: Ss stand up, walk around the class and exchange e-mails quick note to ... , 1 wanted to let 

with their classmates. After that, they correct their classmates' mistakes and you know that ... Do you think 

give them back to them. Ss also complete the peer assessment form about you could ... ?, Can you call 

their classmates' performance related to the e-mail. Sorne volunteers read ASAP?, 1 am sorry to say that..., 1 

their e-mails to share their ideas with the rest of the group. T and Ast walk hope you do not mind ... 1 am 

around the class collecting evidence about the students' mistakes. Ast hands attaching ... to you ... 1 look 

out the copies, walks around the class to support the students' need of R,SW forward to hearing from you ... 40m 

vocabulary and collects the forms to get the evidence from students' Yours, .... (5:45-6:25) 

performance. Taken and adapted from: 

Materials: Unit 2: H #10, H #11 E-mail Template, Material #4 Peer A http://www. myenglishteacher.e 
6 1 u/blog/formal-and-informal-

Post-task: Homework email-phrases/ 

• T gives instructions and explains homework to the students. They will practice 
1 transition words to express agreement, addition and similarity by completing Empathetic Expressions: You're 

and unfinished sentence. right, Me too, 1 can definitely 
understand, 1 can see your point, 

*Ast hands out the copies to them That sounds difficult 
Sorry to hear that ... , 1 am glad 1 

Materia Is: can help you ... No big deal! 

Unit 2: Handout # 12 Transitions: 
Also 
In addition 

W&R Moreover 5m 
Additionally 
Moreover 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Unit 2: Handout #6 

"Why is it so hard to get Canadian wine in Canada?" 

A) Watch the video "Why is it so hard to get Canadian wine in Ca nada?" 

B) Answer the following questions orally: 

1. What is a consequence of holding a bottle of wine in a Canadian border? 

2. What are Canadian people allowed to carry a long the borders instead of wine? 

3. What makes wine inaccessible to most Canadians? 

4. What do experts believe about that fact? 

5. Had you heard about The lmportation of lntoxicating Liquors Act before? What is it about? 

6. In the context of commercial relation s, what does The Canada-Costa Rica Free Trade 

Agreement say about Wine and Distilled Spirits? Provide 2 examples 

Sources: 
htt ps://www.voutube.com/watch ?~RrOx44c_k BO 

htt p;[ /y.¡ww. cbsa-a sfc._gc. ca/publicat ions/dm-md /d3l d3-1-3-eng.html 
htt p·://www.si ce.oas.o rg/t rade /eancr/en glish/canc rin .asp 
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Unit2: Handout #6 (Answer Sheet) 

"Why is it so hard to get Canadian wine in Ca nada?" 

A) Watch the video "Why is it so hard to get Canadian wine in Ca nada?" 

https://www.youtube.com/ w_atch?v=gRrOx44ckBO 

B) Answer the following questions: 

l. What is a consequence of holding a bottle of wine in a Canadian border? 

Answer: People must be arrested because it is considered a federal offense. 

2. What are Canadian people allowed to carry a long the borders instead of wine? 

Answer: Guns, Livestock and Nuclear Fuel 

3. What makes wine inaccessible to most Canadians? 

Answer: The importation of intoxicating Liquors Act 

4. What do experts believe? 

Answer: They believe it is unconstitutional. 

S. Had you heard about The lmportation of lntoxicating Liquors Act befare? What is it 

about? 

Answer: This law talks about the procedures to be followed for the interprovincial and 

international transportation and release of intoxicating liquors in Canada. 

http://www.cbsa-asfc. ge.ca/ou blications /d m-md/ d3/ d 3-1-3-en g. htm 1 

6. In the context of commercial relations, what does The Cana da-Costa Rica Free Trade 

Agreement say about Wine and Distilled Spirits? Provide 2 examples 

Answer: 

The annex states sorne considerations about the importance of defining administrative 

procedures, the rule of 30,000 gallons, discriminatory pricing, the discrimination of the 

product in Ontario and the obligations under the Gatt 1994. 
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V. Arguedas & Y. Ocampo Unit 2: Handout #7 (Answer Sheet) 

The Ca nada-Costa Rica Free Trade Agreement 

Wine & Distilled Spirits (Vocabulary) 

Collocations Meaning in context 

INTERNAL SALE Products sold only inside the country 

DISTILLED SPIRITS Alcoholic beverages like beer or wine 

PROMPT RENEWAL Redefine a pre-existing measure 

1 

EXISTING MEASURE Predetermined regulations about wine distribution 

APPEAL PROCEDURES Disagreement regarding pre-established decisions 

OBJECTIVE RULING lmpartial regulations about wine listing 

COMMERCIAL CONSIDERATIONS Trade deliberation about the wine industry 

ESTATE WINERY An establishment where wine is made 

IMPORTING PARTY People or countries interested in buying products 

ALCOHOLIC BEVERAGES Drinks derived from natural fermentation 
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Strategy: Scanning 

Unit 2: Handout #8 

Scanning is a strategy that helps you identify specific elements in a text rapidly. 

lnstructions: lndividually sean the text and circle words that finish with "-tion". 

Section IV - Consultations 

Article /11.14 Consultations and Committee on Trade in Goods and Rules of Origin 

l. The Porties hereby establish a Committee on Trade in Goods and Rules of Origin, comprising representatives 
of ea ch Party. 

2. The Committee shall meet periodicalfy, and at any other time on the request of either Party or the 
Commission, to ensure the effective implementatian and administration of this Chapter, Chapter IV (Rules of 
Origin), Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation and 
Additional Provisions) and any Uniform Regulations. In this regard, the Committee shal/: 

(a) monitor the implementa tion and administration by the Porties of this Chapter, Chapter IV (Rules of Origin), 
Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation and Additional 
Provisions) and any Uniform Regulations to ensure their uniform interpretation; 
{b) at the request of either party, review any proposed modification of or addition to this Chapter, Chapter IV 
(Rules of Origin), Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation 
and Additional Provisions) or any Uniform Regulations; 
(e) recommend to the Commissian any modification of ar addition to this Chapter, Chapter IV (Rules of Origin), 
Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation and Additional 
Provisions) or any Uniform Regulations and to any other provision of this Agreement as may be required to 
conform with any change to the Harmonized System; and 
{d) consider any other matter relating to the implementation and administration by the Porties of this Chapter, 

Chapter IV (Rules of Origin), Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade 
Facilitation and Additional Provisions) and any Uniform Regulations referred to it by: 

(i) a Party; 
(ii) the Customs Sub-Committee established under Article V.13 (The Customs Sub-Committee); or 
(iii) the Sub-Committee on Agriculture established under paragraph 4. 

3. Jf the Committee fails to resolve a matter referred to it pursuant to paragraph 2 (b) or {d) within 30 days of 
such referral. 
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Strategy: Scanning 

Unit 2: Handout #8 Answer Sheet 

1 Scanning is a strategy that helps you identify specific elements in a text rapidly. 1 

... 
lnstructions: lndívídually sean the text and circle words that finish with "-tion". 

Section IV - Consultations 

Article 111.14 Consultations and Committee on Trade in Goods and Rules of Origin 

1. The Porties hereby establish a Committee on Trade in Goods and Rules of Origin, comprising representatives 
of each Party. 

2. The Committee shall meet periodically, and at any other time on the request of either Party or the 
Commission, to ensure the effective imalementation and administration of this Chapter, Chapter IV (Rules of 
Origin}, Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitati_on and 
Additional Provisions) and any Uniform Requlations. In this regard, the Committee shall: 

(a} monitor the implementation and administration by the .Porties of this Chapter, Chapter IV (Rules of Origin), 
Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation and Additional 
Provisions) and any Uniform Regulations to ensure their uniform interpretation; 
(b} at the request of either party, review any proposed modiffcation of or addition to this Chapter, Chapter IV 
(Rules of Origin), Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX {Trade Fadlitation 
and Additional Provisions) or any Uniform Regulations; 
(e) recommend to the Commission any modification of or addition to this Chapter, Chapter IV (Rules of Origin), 
Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX (Trade Facilitation and Additional 
Provisions) or any Uniform Regulations and to any other provision of this Agreement as may be required to 
conform with any change to the Harmonized System; and 
(d) consider any other matter relating to the implementation and administration by the Porties of this Chapter, 
Chapter IV (Rules of Origin), Chapter V (Customs Procedures), Chapter VI (Emergency Action), Chapter IX {Trade 
Facilitation and Additional Provisions) and any Uniform Regulations referred to it by: 

(i) a Party; 
(ii) the Customs Sub-Committee established under Article V.13 (The Customs Sub-Committee); or 
{iii) the Sub-Committee on Agriculture estab/ished under paragraph 4. 
3. lf the Committeefails to resolve a matter referred to it pursuant to paragraph 2 (b) or (d} within 30 days of 
such re/erra/. 
Take from http://www.sice.oas.org/trade/cancr/englísh/text_e.asp#p2c3al/l.12 
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Unit 2: Handout # 9A 

The Canada-Costa Rica Free Trade Agreement: Wine and Distilled Spirits 

A) lndividually, sean the assigned section from the canada-Costa Rica Free Trade Agreement related to 
Wine and Distilled Spirits and circle collocations studied in the previous activity. 

B) Work in pairs and tell your partner what you understood from sorne of the ideas related to those 
collocations. Take notes if you consider it necessary and mention 3 ideas by using your words. 

An important consideration from this annex is .... , A main idea the agreement states ... , Specific details this 
section refers to are the following ... I understand that. .. , 1 learned that. .. 

Section A 

Annex III.8 
Wine and Distilled Spirits 

Canada 

1. Exceptas provided in paragraphs 3 through 6, in respect of any measure related to the interna! sale and 
distribution of wine and distilled spirits, Article 111.2 shall not apply to: 
(a) a non-conforming provision of any existing measure; 
(b) the continuation or prompt renewal of a non-conforming provision of any existing measure; or 
(c) an amendment to a non-conforming provision of any existing measure to the extent that the amendment 
does not decrease its conformity with Article 111.2. 
2. The Party asserting that paragraph 1 applies to one of its measures shall have the burden of 
establishing the validity of such assertion. 
3. (a) Any measure related to the listing of wine and distilled spirits of the other Party shall: 
(i) conform with Article 111.2; 
(ii) be transparent, non-discriminatory and provide for prompt decision on any listing application, prompt 
written notification of such decision to the applicant and, in the case of a negative decision, provide for a 
statement of the reason for refusal; 
(iii) establish administrative appeal procedures for listing decisions that 
provide for prompt, fair and objective rulings; 
(iv) be based on normal commercial considerations; 
(v) not create disguised barriers to trade; and 
(vi) be published and made generally available to persons of the other Party; 
(b) Notwithstanding paragraph 3(a) and Article 111.2, and provided that listing measures of British Columbia 
otherwise conform with paragraph 3(a) and 
Article 111.2, automatic listing measures in the province of British Columbia may be maintained provided 
they apply only to existing estate wineries producing less than 30,000 gallons of wine annually and meeting 
the existing content rule. 
4. (a) Where the distributor is a public entity, the entity may charge the actual cost of- service differential 
between wine or distilled spirits of the other Party and domestic wine or distilled spirits. Any such 
differential shall not exceed the actual amount by which the audited cost of service for the wine or distilled 
spirits of the exporting Party exceeds the audited cost of service for the wine or distilled spirits of the 
importing Party. 
Taken and adapted from: 
Foreign Trade lnformation System 
http;//www sice oas,orQ'trade/cancr/english/cancrin .asp 
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Unit 2: Handout #98 

The Canada-Costa Rica Free Trade Agreement: Wine and Distilled Spirits 

A) lndividually, sean the assigned section from the Canada-Costa Rica Free Trade Agreement related to Wine 
and Distilled Spirits and circle collocations studied in the previous activity. 

B) Work in pairs and tell your partner what you understood from sorne ofthe ideas related to those 
collocations. Take notes if you consider it necessary and mention 3 ideas by using your words. 

An important consideration from this annex is .... , A main idea the agreement states ... , Specific detai/s this section 
refers to are the following ... / understand that..., / learned that... 

Section B 

Annex 111.8 
Wine and Distilled Spirits 

Cana da 

(b) Notwithstanding Article 111.2, Article 1 (Definitions) except for the definition of "distilled spirits", Article IV.3 
(Wine), and Annexes A, B, and C, of the Agreement between Ca nada and the European Economic Community 
concerning Trade and Commerce in Alcoholic Beverages, dated February 28, 1989, shall apply with such changes as 
the circumstances may require; 
(c) All discriminatory mark-ups on distilled spirits shall be eliminated immediately on the date of entry into force of 
this Agreement. Cost-of-service differential mark-ups as described in subparagraph (a) shall be permitted; 
(d) Any other discriminatory pricing measure shall be eliminated on the date of entry into force ofthis Agreement. 
5. (a) Any measure related to distribution of wine or distilled spirits of the other Party shall conform with Article 
111.2; 
(b) Notwithstanding subparagraph (a), and provided that distribution measures otherwise ensure conformity with 
Article 111.2, a Party may: 
(i) maintain or introduce a measure limiting on-premise sales by a winery or distillery to those wines or distilled 
spirits produced on its premises; and 
(ii) maintain a measure requiring existing private wine store outlets in the provinces of Ontario and British Columbia 
to discriminate in favour of wine of those provinces to a degree no greater than the discrimination required by su ch 
existing measure; 
(c) Nothing in this Agreement shall prohibit the Province of Quebec from requiring that any wine sold in grocery 
stores in Quebec be bottled in Quebec, provided that alternative outlets are provided in Quebec for the sale of 
wine of the other Party, whether or not such wine is bottled in Quebec. 
6. Unless otherwise specifically provided in this Annex, the Parties retain their rights and obligations under the 
GATI 1994 and agreements negotiated under the WTO 
Agreement. 
7. The Parties will refer issues related to this Annex to the Subcommittee on Agriculture established under Article 
111.14. 
8. For purposes ofthis Annex: 
Wine includes wine and wine-containing beverages. 

Taken and adapted from: 



For~i&n Trad~ IM'orma~ ion Sy.s~m 

!lttu:}/w;ww~ru:u,,ixUJ [i!delGJ w&osfühic;a-"'~ÜEl.&5P 

Answer Sheet 

Annex 111.8 
Wine and Distilled Spirits 

Canada 
Section A 

1. Exceptas provided in paragraphs 3 through 6, in respect of any measure related to the .interna! sale and 
distribution of wine and distilled spjrits, Article 111.2 shall not apply to: 
(a) a non-conforming provision of any existing measure; 
(b) the continuation or gi:ompt renewal of a non-conforming provision of any existing measure; or 
(c) an amendment to a non-conforming provision of any existing measure to the extent that the amendment 
does not decrease its conformity with Article 111.2. 
2. The Party asserting that paragraph 1 applies to one of its measures shall have the burden of establishing 
the validity of such assertion. 
3. (a) Any measure related to the listing of wine and distilled spirits of the other Party shall: 
(i) conform with Article 111.2; 
(ii) be transparent, non-discriminatory and provide for prompt decision on any listing application, prompt 
written notification of such decision to the applicant and, in the case of a negative decision, provide for a 
statement of the reason for refusal; 
(iii) establish administrative apJ!,ealprocedures for listing decisions that provide for prompt, fair and Qtiective 
rulings; 
(iv) be based on normal commercial considerations; 
(v) not create disguised barriers to trade; and 
(vi) be published and made generally available to persons of the other Party; 
(b) Notwithstanding paragraph 3(a) and Article 111.2, and provided that listing measures of British Columbia 
otherwise conform with paragraph 3(a) and Article 111.2, automatic listing measures in the province of British 
Columbia may be maintained provided they apply only to existing estate wineries producing less than 
30,000 gallons of wine annually and meeting the existing content rule. 
4. (a) Where the distributor is a public entity, the entity may charge the actual cost of- service differential 
between wine or distilled spirits of the other Party and domestic wine or distilled spirits. Any such differential 
shall not exceed the actual amount by which the audited cost of service for the wine or distilled spirits of the 
exporting Party exceeds the audited cost of service for the wine or distilled spirits of the imoorti nq Party_ 
Taken and adapted from: 
Foreign Trade lnformation System 
httQ://www.sice.oas.orWtrade/cancr/ell:l! lish/cancrin.asp 

Ideas related to collocations: 

l. Lines 1 & 2: Article 111.2 does not apply for selling alcoholic beverages if there is a previous measure. 

2. Lines 19 &20: Article 111.2 determines that only the already existing estate wineries can produce around 
30,000 gallons of wine per year. 

3. Line 14:Selling wine should be done taking into account commercial regulations 



Answer Sheet 

Section B 

Annex 111.8 
Wine and Distilled Spirits 

Ca nada 

(b) Notwithstanding Article 111.2, Article 1 (Definitions) except for the definition of "distilled s irits", Article IV.3 (Wine), 
and Annexes A, B, and C, of the Agreement between Canada and the European Economic Community concerning Trade 
and Commerce in Alcoholic Beveraqe_s, dated February 28, 1989, shall apply with such changes as the circumstances 
may require; 
(c) All discriminatory mark-ups on distilled_spirits shall be eliminated immediately on the date of entry into force ofthis 
Agreement. Cost-of-service differential mark-ups as described in subparagraph (a) shall be permitted; 
(d) Any other discriminatory pricing measure shall be eliminated on the date of entry into force ofthis Agreement. 
S. (a) Any measure related to distribution of wine or distilled spirits of the other Party shall conform with Article 111.2; 
(b) Notwithstanding subparagraph (a), and provided that distribution measures otherwise ensure conformity with 
Article 111.2, a Party may: 
(i) maintain or introduce a measure limiting on-premise sales by a winery or distillery to those wines or distilled spirits 
produced on its premises; and 
(ii) maintain a measure requiring existing private wine store outlets in the provinces of Ontario and British Columbia to 
discriminate in favour of wine of those provinces to a degree no greater than the discrimination required by such 
exjstin_g meªsure; 
(c) Nothing in this Agreement shall prohibit the Province of Quebec from requiring that any wine sold in grocery stores 
in Quebec be bottled in Quebec, provided that alternative outlets are provided in Quebec for the sale of wine of the 
other Party, whether or not such wine is bottled in Quebec. 
6. Unless otherwise specifically provided in this Annex, the Parties retain their rights and obligations under the GATI 
1994 and agreements negotiated under the WTO 
Agreement. 
7. The Parties will refer issues related to this Annex to the Subcommittee on Agriculture established under Article 111.14. 
8. For purposes ofthis Annex: 
Wine includes wine and wine-containing beverages. 

Taken and adapted from: 
Foreign Trade lnformation System 

"hllJl,;llwww .si~.oas.Qcg/trade/~ n~r Lengli~htcangi n .as p 

Ideas related to collocations: 

l. Line 9:Regulations related to distilled spirits are stated in Article 111.2 

2. Line 13: Private wine stores in Otario and British Columbia have specific measures for selling wine. 

3. Regulations related to Distilled Spirites changed since the year of 1989. 
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No Big Deal! 

Unit 2: Handout #10 

Situation: You have been working at Pacific Customs Broker in Surrey, British Columbia in Canada as 
a customs clearance clerk for 5 years. Today you get an e-mail from one of your new colleagues who 
has been going through a training process in the company. He/ she needs to report understanding of 
the most important elements stated in Annex 111. 8 from the Ca nada- Costa Rica Free Trade 
Agreement related to wines and alcoholic beverages to the supervisor. However, your colleague is 
not sure about how to report the right ideas and your help is required. 

lnstructions: 

A) lndividually, read the email sent by your colleague. 

HelloJohn, 

Can you help me understand some information about Annex 11/. 8? I need to report this to Mark on 

Tuesday, but I am not sure if I understood the information well, and to make matters worse I need to 

send him a brief report about Art 2, Art 3 and Annex 111.3 

I was wondering if you could verify some ideas about wine distilled spirits and other measures, too. 

Please, I need your help because this report is very urgent and tomorrow Ido not hove much time to 

study this agreement. 

Best regards, 

Annie 

B) Work individually. Write a supportive reply e-mail to help your colleague in trouble understand 

the content of ANNEX 111.8 and to write the report correctly. Mention 3 important ideas from the 

text. 

C} Stand up, walk around the class and exchange papers with your classmates. 

O} Correct your classmates' mistakes and give them back to them. 
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Homework: Transition Words 1 

Agreement / Addition / Similarity 

Unit 2: Handout #12 

NOTE: Transition words like also, in addition, and, similarly, add information, reinforce ideas, 

and express agreement with preceding material. 

lnstructions: Write original ideas to finish a nd support the following sentence: 

l. Free Trade Agreements are the best ways to open up foreign markets to exporters. 

http://www.smart-words.org/linking-words/transition-words.html 
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V. Arguedas & Y. Ocampo 

Unit 2: Material #3 

Vocabulary: Collocations & Meaning in Context 

INTERNAL SALE 

PROMPT 

RENEWAL 

OBJECTIVE RULING 

COMMERCIAL 

CONSIDERATIONS 

ESTATE WINERV 

DIST/LLED SP/R/TS 

EXISTIN1G 

ME.ASU'RE 

APPEAL 

PROCEDURES 

ALCOHOLIC 

BEVERAGES 

IMPORTING 

PARTY 



Drinks derived from natural 

fermentation 

• 

Trade deliberation about the 

wine industry 

Peop/e or countries interested An establishment where wine 

in se!ling or buying products is made 

Alcoholic beverages like beer 

or wine 

Disagreement about 

prestablished decisions 

Redefine pre-existing 

measures 

.. 
Products sold on!y inside the 

country 

Predetermined regu!ations 

about wine distribution 

Impartía/ regulations about 

wine listing 
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Activity: Providing feedback to my classmates. 
lnstructions: Give your partner feedback on his/her written 

performance, using the following form. 

Criteria Yes Needs 
My classmate ... improvement 
l. uses vocabulary already practiced. 

2. makes use of correct grammar. 

3. makes use of correct punctuation. 

4. includes e-mail parts correctly. 
1 

1 What do you suggest to him/her? 

Unit 2: Peer assessment form 2 

Unit 2: Material #4 

No Comments 



University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Teacher: Vivian Arguedas 

Assistant: Yajaira Ocampo 

Unit 2: Writing e-mails 

Unit 2 Lesson Plan #3 

Date: Wed_nesday. September i ".2016 

Unit Goal: By the end of the unit, the students will be able to successfully write e-mails based on Free Trade Agreements (FTA) to 
customers or colleagues from countries where English is lingua franca by using appropriate, structures, vocabulary, register and 
standard writing conventions. 

General objective: By the end of the unit the students will be able to appropriately describe customs regulations to customers or 
colleagues by explaining how the law works when applying the measures in different trade situations. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. successfully guess the class to pie by identifying terms related to phytosanitary regulations. 

2. appropriately interact with a text by using signpost questions. 

3. successfully recognize the author's intention and the main ideas in a text by askingsignpost questions. 

4. successfully write a reply e-mail by restating important phytosanitary regulations. 

S. correctly identify the use of commas in a given email. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful Ianguage 



Obj. Procedures Macro language focus Strategi Time 

Skills es 

Routines: greeting, write the date, & check attendance, check homework 
1 R, S,L 1 orally Ul: 1 nominate Rodrigo to 10 min 

Warm-up: Guess the Topic come into the front of the (5:00-

• T divides the class into two groups. Each group choosesa representative class. Is this word ..... 5:10) 
in a charade competition who needs to go in front of the class. (plants)? Is 

• T shows a word to both representatives in eachgroup. However, t hides that ... scientist? 

the word to the rest of the students while the representatives do mimic 
in order to have someone in their groups guessing the word correctly. Vocabulary 

• Ast writes the UL on the board. Then, both T and Ast present the useful plants, pest, scientist, seed, 

language to the class. food, protection, rules, 

• Ss take turns nominating others to do the same in front of the class . di sea se 

• When all the words have been shown by the teacher, she asks the 
students if they can guess the topic by relating it to the words in this 
activity. 

• T writes the objective on the board and asks the students the following 
questions: What are the phytosanitary measures? Why are phytosanitary 
regulations important? 

Materia Is: 
• Unit 2: Material #4 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful language 



z Pre-task 1: Signpost Questions R, S,l Strategy: 10min 

• T explains the strategy signpost questions to interact with paragraphs from Signpost Questions (5:10-

the Training Module on the WTO Agreement on Sanitary and Phytosanitary 5:20) 

Measures by the United Nations in the Annex of Biotechnological and UL: 

Genetically Modified Products and she clarifies questions students might 1 think the author means ... , 1 

have. believe that this section of 

• Ast writes the Ul on the board. Then, both T and Ast present the useful guidelines is ... , My opinion is 

language to the class. that the author ... , 1 consider 

• Ss work in pairs and practice the strategy while they practice UL. Then, this idea ... because .... 

volunteers share their answers to the group. 

• T checks the answers with thegroup . Questions: 

* Ast hands out copies and monitors the pairs to practice the useful language What type of information is 

during the activity. the author providing? 

Materials: Is the author giving 

• Unit 2: Handout#13 information or showing a 

mandatory idea? etc 
1 

3 Pre-task 2: Requirements for Phytosanitary Certificates R, S,l UL: 20 min 

• T explains the instructions and the useful language present in the handout . 1 think the author mea ns ... , 1 (5:20-

• Ss work in pairs and read the guidelines and considerations established by believe that this section of 5:40) 

The Food and Agricultura! Organization of the United Nations (FAO) in guidelines is ... , My opinion is 

order to get a phytosanitary Certificate and ask themselves thesignpost that the author ... , 1 consider 

questions. Then, they talk over the signpost questions and write an answer. his idea .. . because .... 

After that, they share their answers with thegroup . 

• Finally, Ss share their answers to the class . Examples of questions: 

* Ast hands out copies and monitors the pairs to practice the useful language 
during the activity. What type of information is 

the author providing? 

Is the author giving 

Abbreviations : T =teacher, Ast -=-assistant, St= student, Ss=students, L=listening, S=speaking, R= rcading, W=writing, UL= useful language 



information or showing a 
Materials: mandatory idea? 

• Unit 2: Handout#14 

1 

1 

4 Task: How can 1 get a phytosanitary certification for my blueberries? W,S,L UL 40min 
Task phase: Useful Language: (5:40-

• Ss form four groups. T gives them a handout with an alreadywritten e-mail What is an important 6:20) 
anda large copy with an e-mail template to write on and she explains the idea to mentían? 1 

procedure of the task. believe 

• Both T and Ast present the useful language in the handout to the class . that is 

• They read the e-mail and make decisions to reply it together . necessary to be 
included. 

1 

Planning phase: What else would you 

Ss reply the e-mail to a customer indicating him/her the important ' like to include? 1 think • 
requirements to get a phytosanitary certification in the United States. Ss take that 

into account elements from pre-task 2 such as the mode of issue, would be relevant. 

attachments, unacceptable certificate, requirements made by the importing Is there any other deta il 

countries, and the requirements far completing the phytosanitary you want to write? 

certificates as well as e-mail phrases. Sure. lt is necessary to 

• Both T and Ast monitortheirwork . mention 

Reporting phase: 

• Ss paste their large copies on the walls of the classroom and each group 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



1 

rotates in order to correct the misspelled words in their classmates reply e-
mails. Ss may ask the teacher's and the Ast support on how to correct 
mistakes. 

• T and Ast collect evidence of the students' performance . 

• T gives them feedback about the misspelled words on the board . 
* Ast hands out copies and monitors the pairs to practice the useful language 
during the activity. 

Materia Is: 

• Unit 2: Handout#15 

• Unit 2: Material #5 (e-mail template)-Large copies/ colorful markers,tape . 

5, Post-task: Where should the comma go? R,W Grammar: 15min 

• The teacher explains rules about the correct uses of a comma . (6:20-

• Ss work individually making decisions if parts of an e-mailneed commas or The use of commas 6:35) 
not. 

• T projects a handout with empty blanks for the post-task on the board . 

• Volunteers share their answers when they stand up, pick out a symbol of a 
comma oran empty symbol from a bag and place them on the board 
correctly. 

• T checks the answers with the group . 
* Ast hands out copies and monitors the pairs to practice the useful language 
during the activity. 

Materials: 

• Unit 2: Handout #16 & Material#6 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Homework: Transition Words 1 

Agreement / Addition / 

Similarity 

Unit 2: Handout #12 

NOTE: Transition words like also, in addition, and, similarly, add information, reinforce ideas, 

and express agreement with preceding material. 

lnstructions: Write original ideas to finish and support the fo//owing sentence: 

1. Free Trade Agreements are the best ways to open up foreign markets to exporters. 

In Addition, ------- - ---------------------

Moreover, ~---------------------------~ 

Additionally, ___________________________ _ 

Furthermore, ----------------------------

(Answers may vary) 

http://www.smart-words.orgl linking-words{t ransition-words.html_ 
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Strategy: Signpost Questions? 

Unit 2: Handout #13 

They are questions that he/p you interact with the text to understand important 
ideas . 

e 

Activity: In pairs, read the following paragraphs from the Training Module on the WTO 

Agreement on Sanitary and Phytosanitary Measures by the United Nations in the Annex of 

Biotechnological and Genetically Modified Products and answer yourself the questions below 

each one. 

Paragraph #1 

Under the 1992 FDA "Statement of Policy: Foods Derived from New Plant Varieties", 115 

developers hove the responsibi/íty to ensure that the foods they offer to consumers are 
safe and comp/y with ali applicable requirements. 

•:• Is the idea in the paragraph a mandatory statement? How do 1 notice that? 

Paragraph #2 

In recent years, consumer resistance to GM food has been growing a/so in the United 

States, where the public is increasingly demanding that GM food be appropriately 

labeled.121 /n Congress, Representative Kucínich has been pushing new legislation on 

mandatory labeling for GM food since 2000. 

•:• Is the author trying to convince me or to inform me? Explain why. 

Adapted from http:lfunctad.org/en/Oocs/ditctncd20043 en.pdf 
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Requirements forPhytosanitary Certificates 

lnstructions: 

Unit 2: Handout #14 

Phytosanitaryl 
Certiflcate.. -

l!'C\tíCTf n A!'CO A.PIRO\' n.,, .. ,.,.,hh~lpMf' ' 

•nt....,,. 
mtlfttdltb 

A) In pairs, read the following guidelines and considerations established by The Food and Agricultura! Organization of the United Nations (FAO) 

in arder to get a phytosanitary Certificate and ask yourselves the signpost questions. 

B) Practice the useful language: 1 think the author means ... , 1 believe that this section of guidelines is .. . , My opinion is that the author ... , 1 

consider this idea ... because .... 

Original Guidelines Signpost Que~!<¡:!) Answer 

l. Mode of lssue: Alternatively, electronic certification ·:· What type of information is 
may be used provided that the mode of issue and the author providing? 
security is acceptable by the importing countries, the 
information provided is consistent with the appropriate 
model(s) . 

2. Attachments: Any attachments containing ·:· Is the author giving 
phytosanitary information should bear the phytosanitary information or showinga 

certificate number, and should be dated, signed and mandatoryidea? 

stamped the same as the phytosanitary certificate. 
3. Unnaceptable Certificates: lmporting countries should ·:· What is the main idea of 
not accept certificates that they determine to be invalid this paragraph? 

or fraudulent. The issuing authorities should be notified 
as soon as possible regarding unacceptable or suspect. 



4. Requirements made by the importing countries: •!• What are the twoimportant 
period of validity (importing countries may specify the ideas mentioned by the 
period oftime allowed for issue following inspection author? 
and/or treatment, dispatch of the consignment from the 
country of origin following issue, and validity of 
certificate) and completion (countries may require that 

¡ 

the certificate is completed by typing, or in handwritten 
legible capital letters) . 

S. Certifying Statement: ·:· What did the author try to 
This is to certify that the plants, plant products or other communicate with this 
regulated articles described herein have been inspected idea? 
and/or tested according to appropriate official 
procedures and are considered to be free from the 
quarantine pests specified by the importing contracting 
party. 

Adapted from http:Llwww.fao.org/docrep/004/y3241e/y3241e06.htm#bm6 .. 3.4.l 

Glossary 
Mode of lssue: original document issued by the National Plant Protection Organization (NPPO) 
Attachments: additional information or document to support the data in the certificate. 
Unacceptable Certificates: fraudulent, incomplete, or illegible information 
lmporting Countries Requirements: specific requirements from countries that buy merchandise 
Certifying Statements: a document that declares the inspection of plants and food (N. 

González, Personal Communication, August 30th, 2016) 



Answer Sheet 

Original Guidelines -~ Signpost Question ;.o 
Answer 

1. Mode of lssue: Alternatively, electronic certification may be used provided •!• What type of lnformation about the possibity of following 
that the mode of issue and security is acceptable by the importing countries, information is the the procedure online. 
the information provided is consistent withthe appropriate model(s). author providing? 
2. Attachments: Any attachments containing phytosanitary information •!• Is the author giving The author is warning that any attached 
should bear the phytosanitary certificate number, and should be dated, signed information or information or document must be certified. 
and stamped the same as the phytosanitary certificate. showing a mandatory 

idea? 
3. Unnaceptable Certlflcates: lmporting countries should not accept •!• What is the main idea Only original documents which follow the right 
certificates that they determine to be invalld or fraudulent. The issuing of this paragraph? procedures are accepted. 
authorities should be notified as soon as possible regarding unacceptable or 
suspect. 
4. Requirements made by the importing countries: period of validity ·:· What are the two The limit of time a certificate isconsidered 
(importing countries may specify the period of time allowed for issue following important ideas valid. 
inspection and/or treatment, dispatch of the consignment from the country of mentioned by the 
origin following issue, and validity of certificate) and completion (countries author? b) The way a certificate must be written 
may require that the certificate is completed by typing, or in handwritten 
legible capital letters). 

S. Certifying Statement: •!• What did the author The author refers to a declaration that 
This is to certify that the plants, plant products or other regulated articles try to communicate confirms that the procedures to inspect plants 
described herein have been inspected and/or tested according to appropriate with this idea? and food were followed. 
official procedures and are considered to be free from the quarantine pests 

1 

specified by the importing contracting party. 
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Unit 2: Handout #15 

How can 1 get a Phytosanitary Certification for my Blueberries? 

Situation: You are a customs agent working in USA and today a customer from Michigan has written to 
you in order to obtain advice about the requirements to get a phytosanitary certification for exporting 

blueberries. 

lnstructions: 

A) Work in groups of four people. Reply the e-mail to your customer explaining 

to him/her the important requirements to get a phytosanitary certification in 

the United States. Take into account elements such as the mode of issue, 

attachments, unacceptable certificate, requirements made by the importing 

countries, and the requirements for completing the phytosanitary certificates. 

B) Share the information with the rest ofthe group. Paste your email on the 

wall and walk around the class correcting spelling, grammar and punctuation 

mistakes from the other groups. Consult the teacher, the assistant or any 

online source to help your classmates with the mistakes. 

Reminder ••• 

Formal E-mail Phrases: 

• Salutation (Greeting and Tittle): Dear Sir/ Madam, Dear Sir or Madam, To whom it may 
concern, Dear Mr. / Ms. Jones, Dear Dr. Smith 

• Opening Sentence: With reference to your email on Sept 5 th, After having read your email, / would 

/ike to tell you 
that. .. , In reply to your email about... 

• Body: lt is necessary to ... , You need to ... , Take into account that. .. , Do notforgetto ... , 
• Closing Sentence: tf you require any further information, feel free to contact me, l look 

forward to your reply, / lookforward to hearing from you, l lookforward to seeingyou. 

Token from htt;p://www.mvenqlishteacher.eu/b/Qg/formal-a nd-

i n forma 1-emq i 1-ph rqses/ htt_p;/ /www.nvtc.ee/e· 

oppe/Varkki/la11Qut/orx:nin q____and closinq lines.html 

Useful Language: 
What is an important idea to mention? I believe that ______ -'is 
necessary to be included. What e/se would you /ike to include? I think 
that would be relevant. 

Reminder ••• 

Is there any other detail you want to write? Sure. lt is necessaryto mention ______ _ 



LAIT Unit 2: Handout #16 

University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Where should the commas go ? 

A) Work individually. Read the following grammatical notes to understand the 

different uses of a comma: 

l. Use a comma to separate two complete sentences that are joined by 
words such as "and" or "but". Examples: 

./ The merchandise was sent this morning, and it will arrive on Monday . 

./ You can export the berries, but you need to consider learning the 
phytosanitary measures first. 

2. Use a comma with a series of three or more. Example: 
./ They are importing dairy products, soybeans, and peanuts . 

3. Use a comma after an introductory element . Example: 

./ After waiting far a month, the pallets got to Everglade Port. 

4. Use commas in conventional situations: addresses, closings and 

informal openings in letters or e-mails. Examples: 

./ The customs agent office is located on 12 Ash Lane, Ames, lowa . 

./ Sincerely yours, 

./ Dear Todd, 

Adapted from : 

http://www.cas.udel.edu / writing-center/ Documents1 Commas Semicolons Colons. pdf 



B) Read the following e-mail and circle ' if a comma is reqired or C/J if it is not. 

To: merryberries@gmail.com 

From: dianecustoms& shipping@gmail.com 

Subject: Response to your Consultation about Phytosanitary Certification 

Date: Monday 

September Sth Dear 

Daniel 

Thanks far cantacting me regarding the information about phytosanitary regulations 

First you need to take in to account the article from the FAO that refers to inspection 

and inconsistencies. A/so 

online certification 

you must consider severa/ aspects such as optional 

the language of the importing country the period of validity 

and 

mode of issue. 

Do not forget to check the guidelines far preparation of phytosanitary certificates 

a/so must write legible and complete data. 

lf you want to learn more about this topic 

Agriculture Organization of the United Nations. 

lf I may be of further assistonce 

800-510-2803 between 7 om to Spm. 

We careforyour 

business. Sincere/y 

you can read more at The Faod 

pleose contoct me by e-mail 

andyou 

and 

ar phone ot 
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Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Unit 2: Writing e-mails 

Lesson Plan 11 4 
Date: September 121

\ 2016 

Unit Goal: By the end of the unit, the students will be able to successfully write e-mails based on Free Trade Agreements (FTA) to customers or 
colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and standard writing conventions. 

General objective: By the end of the unit the students will be able to: 

appropriately describe customs regulations to customers or colleagues by explaining how the law works when applying the measures in different 

trade situations. 

Speclflc objectives: By the end of the lesson, the students will be able to: 

1. properly use salutations, opening sentences, ending phrases, and closings by completing an e-mail. 

2. appropriately identify main ideas in an article from China-Costa Rica FTA by underlining them in the text. 

3. correctiy summarize main ideas in an article from China-Costa Rica FTA by reading the text. 

4. successfully describe customs regulations to a customer by explaining how the law works in Denial of Preferential Tariff Treatment tasks 

cases. 

S. properly apply the rules regarding the use of periods by revising a provided e-mail. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= usefui ianguage 



Obj Procedures Micro Language focus Strategies Time 1 

Skills 

l Routines: Greetings, write the date, and check attendance. R Vocabulary 10 

T gives feedback regarding errors found in e-mails (Article 44) . 
L -Salutations: (Dear Mr. Brenes, 1 hope you are doing well, min 

• s etc.) 

Warm up: Completing an e-mail w Opening sentences (1 am writing to inform you that, etc.) 

• T writes the objective on the whiteboard and asks the Ss to recall -Ending phrases (Please do let me know if 1 can be of further (5:00-

the e-mail parts orally. assistance, etc.) 5:10) 

• In pairs, Ss complete an incomplete e-mail with an appropriate -Closing phrases (With anticipation, etc.) 

salutation, opening sentence, ending phrase, and closing. Ss are not 
UL allowed to see the phrases from their portfolio. 

• T and Ast walk around to check students' performance . What did you write for the salutation/opening 

• Volunteers share the phrases they used with the class. Other Ss ask sentence/ending phrase/closing? 

them what phrases they wrote. 
-We wrote 

• The whole class checks out the phrases they did not use from their 
What about you? Did you write the same phrase? 

1 

portfolio. 
-Yes, we did. 

Materials: 
-No, we didn't. We wrote 

• Handout #17: lncomplete e-mail 
1 

2 Pre-task 1: Sklmmlng as a flrst step to summarize R Vocabulary Skimming 10 

• lndividually, Ss are given an article from China-Costa Rica FTA, L Vocabulary in the article (already min 

specifically, Article 45. Denial of Preferential Tariff Treatment. They s (de nial, preferential tariff treatment, originating, direct taught) 
have two minutes to skim the article. consignment, submitted, and security features) 

• After that, Ss get in pairs and share the main ideas they found by UL (5:10-
using the UL. Then sorne volunteers tell the whole class the main What main ideas did you find in Article __ ? 5:20) 
ideas they found. -1 consider that is one of the main ideas. 

• T and Ast walk around to confirm the effective use of the strategy How about you? Do you agree? 

and meaningful communication. -Well, 1 think that one main idea is -
Materials: -Another main idea is 

• Handout #18: Article 45 ( FTA) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures MiS Language focus Strategies Time 

3 Pre-task 2: Summarizing! R Vocabulary 20 
T explains the summarizing strategy. T starts by naming the strategy and explaining w Vocabulary in the article min 
the steps to summarize. After that, Ss listen to the T modelling the strategy by using L (denial, preferential tariff treatment, Summarizi 

a short text (the same they used three lessons ago for skimming) and then the notes s originating, direct consignment, submitted, and ng (new) (5:20-

she took and the summary she made in order to exemplify the strategy. security features) 5:40) 

• Once modelling is finished, Ss use the same article they skimmed in pre-task 1 in UL 
order to summarize it individually. Ss take notes before summarizing. Ss have 15 What main ideas did you find in Article __ ? 
minutes to summarize the article. -1 consider that is one 

• Ss compare if they summarized the same main ideas in the article with the of the main ideas. 

classmate next to them by using the UL. Sorne volunteers share their summaries Can you tell me your summarized version of the 
with the whole class. article? 

• T and Ast walk around and take notes of errors . -Well, 1 think a good summary of Article_ 

Materials: is 

• Handout #19: Modelling example for summarizing strategy 

• Handout #20: Notes and summary 

• Handout #18: Article 45 ( FTA) (already used) 

4 Main task: Preferential Tariff treatment R Vocabulary 20 
• Task phase: Based on Article 45 and an e-mail about an English-speaking customer w Dear Ms. Matarrita, min 

living in Costa Rica who writes to a customs agent in order to consult for L 1 hope ali is ... 1 am writing to inform you that.. (5:40-
preferential tariff treatment, Ss write a draft reply on their notebooks to explain to s As you already know, ... Could you explain that 6:00) 
their customer the reasons of denial of preferential tariff treatment. Ss can use the to me? ... Thank you very much ... Best regards,. 
phrases from their portfolio (to help high-beginners.) UL 10 

• Planning phase: T asks Ss to revise and edit their e-mails. After that, they write the -As a customer, are you satisfied with the reply? min 
final version in a provided format. T and Ast take notes of errors. Why? Or why not? (6:00-

• Reporting phase: Ss share the e-mails by exchanging them with a classmate Comments in the peer assessment form: 6:10) 

according to given numbers to form pairs. Ss give feedback to their classmates in a - (name} makes use of most of e-mail 

prívate way by using a peer revision form. Ss use the UL. Volunteers share parts appropriately. However, she/he has 15 
feedback with the whole class in an anonymous way. difficulties with .... min 

• T provides feedback and correct errors. -As a customer 1 am satisfied because ... (6:10-

Materials: -As a customer 1 am not satisfied because ... 
1 

6:25) 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



• Handout #21: E-mail and e-mail format to write their replies 
• Peer assessment form #3 

Obj. Procedures MS Language focus Strategies Time 

Post-task: The Use of the Period: Rules R Vocabulary 15 
5 • T explains the use of the period and its rules. Ss circle the periods that are w Cargo/freight service, merchandise, company. min 

unnecessary or incorrectly used in a provided e-mail. Ss add any period they L (6:25-

consider necessary. s 6:40) 

• Ss share their answers with the class by using the UL. UL 
-Oíd you circle any period? 
Yes, 1 did. 1 circled the one after the word ___ 

Materia Is: because in this case the period is ... 

Handout #22: The use of the period No, 1 didn't. 

-Did you add any period? 
Yes, 1 did. 1 added one after the word ---
because in this case the period ... 
No, 1 didn't. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Completing an e-mail 

lnstructions: 

Unit 2: Handout 17 

In pairs, complete the e-mail below with an appropriate salutation, 

opening sentence, ending phrase, and closing. 

From: powerfuelinternational @gmail.com 

To: brenesm27@yahoo.com 

it would be impossible to meet this coming Monday. 

I wi/I be flying to Singapore to organize an important event re/ated to exporting fue/ 

to Singapore, China, Jopan, and Korea. As it is a mi/lionaire deo/ I can't de/ay it, sorry for the 

inconvenience. I hope I can obtain what I want, the access to Oriental countries. I appreciate 

if you would set the meeting for next month. 

be available vio Skype during the nights. Thank you. 

Patrick Thompson 
Industrial Engineer 
Power Fue/ 

Useful Language 

What did you write for the salutation/opening sentence/ending phrase/closing? 
-We wrote 

~~~~~~~~~~~~~· 

What about you? Did you write the same phrase? 
-Yes, we did. 
-No, we didn ' t. We wrote 

~~~~~~~~~~~~~~~~ 
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Skimming as a first step to summarize ! 

Unit 2: Handout 18 

lndividually, skim the text below regarding Denial of Preferential 

Tariff Treatment. Remember to underline only the main ideas or 

keywords. 

1 Time: 2 minutes 

Article 45: Denial1 of Preferential Tariff Treatment 

1. A Party may deny preferential tariff treatment to goods when: 

(a) the goods imported do not qualify as originating in accordance 
with the provisions of this Chapter; 

(b) the goods imported do not comply with the provisions on direct 

consignment under Article 35 (Direct Consignment); 

(e) the competent authority of the exporting Party fails 2, as required 

under Article 38 (Authorized Bodies), to inform the competent 

authority of the importing Party of the na me of the authorized body 

or bodies, any security features of the Certificate of Origin, or any 

change in the above information; 

(d) the importer, exporter, producer or authorized bodies, as 

appropriate, requested by the importing Party, fails to comply with 

the requirements under paragraph 3 of the Article 44 (Verification 

of Origin); 

(e) the Certificate of Origin has not been duly3 completed, signed, or 

stamped in accordance with the provisions under this Chapter; 
(f) the data provided under the Certificate of Origin does not 

correspond to that of the supporting documents submitted; or 

(g) the description, quantity and weight of goods, marks and number 

of packages, number and kinds of packages, as specified in the 



Certificate of Origin, do not conform to the goods presented. 
2. In the event that the preferential tariff treatment is denied, the competent 
authority ofthe importing Party shall inform the importer ofthe decision on 
the de nial of the preferential treatment and the reasons for that decision. 

Glossary: 

l. denial: A negative reply; rejection of a request 

2. fai/s: To leave undone; neg/ect 

3. duly: In a proper manner 

Adapted from: htt p://fta.mofcom. gov.cn/ to pic/ encosta.shtml 

Definitions taken from: www.thefreedictionary.com 

Useful Language 

What main ideas did you find in Article __ ? 
-1 consider that is one of the main ideas. 
How about you? Do you agree? 
-Well, 1 think that one main idea is -------
-Another main idea is ______ _ 



University of Costa Rica 
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Summarizing 

Unit 2: Handout 19 

To summarize is to put in your own words a shortened version of written or spoken 
material, stating the main points and leaving out everything that is not essential. 

Steps to summarize: 

1. Start by skimming the text and underlining key words and phrases. 
2. Cross out sentences that are not necessary or that are redundant. 
3. Substitute general terms when appropriate (for example, furniture instead of beds, 

chairs, and tables). 
4. Write down notes about the main idea (s). 
S. Reread the text and write a summary. 
6. In the summary, you should state the text's main idea in the first sentence and include 

the most important information. 
7. Be su re you do not include any opinions of your own or sentences word-for-word from 

the original text. 

Adapted from: https://www.teachervision.com/skill-builder/readin g­
comprehension/48785. html 

ldentifying main ideas 

The Harm_onized Commodity Description and Coding System generally 
referred to as "Harmonized System" or simply "HS" is a multipurnose international 
product nomenclature developed by the World Customs Organization 0NCO). 

lt comprises about 5,000 commodiiy groups; each identified by a six dig it 
code, arranged in a legal and logical structure and is supported by well-defined 
rules to achieve uniform classification . 

The system is usee ay more tt:taA ~QQ ee1:1Re:ies and economies as a basis 
for their Customs tariffs and for the collection of international trade statistics. Over 
98 % of the merchandise in international trade is classified in terms of the HS. 

The HS is also extensively used by governments, international organizations 
and the private sector for many other Qurposes such as interna! taxes. trade 
policies. rnonitoring of controlled goods , rules o_f origin, freiq ht tariffs . transport 
statistics. price monitoring and quota controls .. The HS is thus a universal 
economic language and code for goods, and an indispensable tool for 
international trade. 

Adapted from: 
http://www.wcoomd.org/en/ topics/ nomenclature /overview/ what-is-the-harmonized­

system.aspx 



Notes: 

11i.e JíS was c{e'r)efopet( €;¡r tlie Wco. It 's an intematúma{ protÍuct nomencfature 
comprising mercliantfise in groups. It lias ri.\ tlieits. ItJ o{fows rules. ;Most of tlie fJC OtÍs_are 
cfassi(ietf §y ~'ng it. It can 6e usetÍ to esta6{isfi freiglit tariffe, antÍ guota controfs among otliers. It 
is intemationafI;1 usetÍ antÍ intfispensa6f.e (or tratfi.n¡. 

Summary: 

%e liannonizetÍ zystem was createtf 6;y tlie 'WCO witli tlie pumose of comprisi'Tl'1gpotfs in 
l'YYJ?S 6y usin9 lieatfi.ngs antÍ su6-lieatfings_ as cotÍes. %e JíS fó ffows spgci6c ruf.es in ortfer to 
cfassif¡ items. 9rfost of t6.e mercliantfise (pr intemationa[ tratÍing uses tliis six l igit cotÍe. In 
atÍtÍition, tliis cotfin¡; .zystem is usetÍ to set frefelit tarifft, guota contro{s, antÍ otlier g ocetf ures, 

a.mOWJ otliers. 



lnstructions: 

University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Unit 2: Handout 20 

A. Summarize Article 45. Remember to follow the steps for 

summarizing and that the summary must be shorter than 

the original version. Time: 15 minutes 

B. With the classmate next to you, compare your summary. 

Use the Useful Language. 

Article 45: 

Summarv=-------~----------~-------

Useful Language 

What main ideas did you find in Article __ ? 
-1 consider that .... is one of the main ideas. 
Can you tell me your summarized version of the article? 
-Well, 1 think a good summary of Article_ is ....... . 
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Preferential Tariff Treatment 

l. Based on Article 45 and the e-mail below about an English 

speaking customer consulting for denial of preferential tariff 

treatment, write a draft reply on your notebook to explain 

to the customer how the law works when applying the 

measures in this situation. 

2. After that, revise and edit your e-mail and write the final 

version in the provided format. 

3. Finally, exchange your e-mail with a classmate for the 

corresponding feedback. 

Conceminc preferenti•I blriff tremtment 

RvanKelleti 

Dear Ms. Matarrita, 

I hope ali is going well with your projects. 

Unit 2: Handout 21 

I am writing to inform you that I have done everything related to the transactions. I 

am following ali the steps. However, I have a question concerning preferential tariff 

treatment and I will need another meeting. 

As you already know, this would be my first time importing merchandise. Afriend of 

mine who has an enterprise in San José told me that I should be careful when claiming for 

preferential tariff treatment. lt seems to be that she had a problem related to denia/ of that 

benefit. What did she mean by that? Is that possible? lf so, I would like to know the reasons. 

Could you explain that to me? I would real/y appreciate it if you gave me advice regarding 

this issue. 

Could you please Jet me know if it is possible for you to meet in my office soon? I 

cannot go to Cartago now. I appreciate your help. 

Best regards, 

Ryan Kelley 
Genius Enterprise 



-
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The use of the period: Rules 

1. Use a period to end a complete sentence. 
Corred: l've included the shipping informatlon for your SupraToy.com order. 
lncorrect: l've included the shipping information for your SupraToy.com order 

Unit 2: Handout 22 

2. lf a sentence ends with a question mark or exclamation point, the period is omitted. 
Correct: Did you send the documents? 
lncorrect: Did you send the documents?. 

3. lf a sentence ends with an abbreviation, the period used for the abbrevlation also serves as the 
period for the sentence. This is true even if the abbreviation is contained within a quotation. 

Correct: He is a vice president at Apple lnc. 
lncorrect: He is a vice president at Apple lnc .. 
Correct: Laura said, "We will continue the meeting tomorrow at 8:00 a.m." 
lncorrect: Laura said, "We will continue the meeting tomorrow at 8:00 a.m.". 

4. An indirect question ends with a period, nota question mark. 
Direct question: The question is, Does anyone support this legislation? 
lndirect question: The question was whether anyone supported the legislation. 

5. lf a sentence ends with an entire sentence between parentheses, the period is placed inside the 
closing parenthesis. 

Correct: Their office was the largest one on the building. (lt also happened to be the ugliest.) 
lncorrect: Their office was the largest one on the building. (lt also happened to be the ugliest). 

6. lf a sentence ends with a sentence that is not entire and it is between parentheses, the period is 
placed outside the closing parenthesis. 

Correct: Cargo service is likely to be in short supply throughout August (the peak business period). 
lncorrect: Cargo service is likely to be in short supply throughout August (the peak business period.) 

7. lf a sentence ends with quoted material, the period is placed inside the closing quotation mark, 
even ifthe period is not part ofthe original quotation. 

Correct: The president's speech both began and ended with the word "freedom." 
lncorrect: The president's speech both began and ended with the word "freedom". 

8. In addition to ending a sentence, the period is used with certain abbreviations. The current style is 
to use periods with most lowercase and mixed-case abbreviations (examples: a.m., etc., vol., lnc., 
Jr., Mrs.) and to omit periods with most uppercase abbreviations (examples: FBI, ATM, NASA, 
BBC). 

However, note that many scientific and technical abbreviations are formed without periods, even 
when they are lowercase or mixed-case. Examples: kHz (kilohertz), rpm (revolutions per 
minute), kg (kilogram), Na (sodium), lst (first). 
A few uppercase abbreviations, including academic degrees, retain periods. Examples: U.S. (United 
States), J.D. (Juris Doctor), D.D.S. (Doctor of Dental Surgery). 

Adapted from: 
http:Uwww.thepunctuationguide.com/period.html 



Exercise 

lnstructions: 

4. Circle the periods that are unnecessary or incorrectly used in the 

following e-mail. 

S. Add any period you consider necessary. 

6. Use the usefu/ language to check the exercise over. 

To: Gsullivan@wdesw.org 
From: sandy@cedarcr.com 
Subject: Re: Cedar Crest online freight service 

Dear Mr. Sullivan, 
Thanks for getting in touch with Cedar Crest about cargo service prices. l'm 

Sandy, the salesman in charge of customer service. We appreciate your interest in 
getting transportation service for your merchandise from our company 

The cargo service prices in our central offices will sometimes differ from those 
offered online. 

Have you seen our latest promo for October?.We're offering two cargo 
services for the price of one 0JVe are the best online cargo service according to web 
statistics ). 
lf you need more information about promo, just go to www.cedarcr.com/promo To 
buy a cargo service, just access the type of service and click on the button marked 
"Buy this service" 

We look forward to your next visit to one of our Cedar Crest offices or to 
www.cedarcr.com. We're open from 9:30 a.m until 9:30 p.m. 

Best wishes, 

Sandy 

Adapted from: 
https:/lwww.scribd.com/ document/ 44161647 LClear-Correct-Concise-Email 

Useful Language 
-Did you circle any period? 
Yes, 1did. 1 circled the one after the word _ _ because in this case the 
period is ... 
No, 1 didn' t. 

-Did you add any period? 
Yes, 1 did. 1 added one after the word __ because in this case the period ... 
No, 1 didn't. 
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Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Activity: Providing feedback to my classmate. 

Unit 2: Peer assessment form 3 

/nstructions: Give your partner feedback on his/her e-mail, using the following form . 

Criteria Yes Needs No, Comments 
My classmate ... improvement 

1. makes use of basic e-mail 
parts. 

2. uses modal auxiliaries 
appropriately. 

3. uses transitions correctly. 

4. uses commas correctly. 

s. spells words appropriately. 

As a customer, are you satisfied 
with the reply? Why? Or why not? 

Do you have any suggestion far 
your classmate? 



University of Costa Rica 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Unit 2: Writing e-mails 

Lesson Plan# 5 
Date: Se.atember 14•h, 2016 

Unit Goal: By the end of the unit, the students will be a ble to successfully write e-mails based on Free Trade Agreements (FTA) to customers or 
colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and standard writing conventions. 

General objective: By the end of the unit, the students will be a ble to: 

appropriately describe customs regulations to customers or colleagues by explaining how the law works when applying the measures in different 

trade situations. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. properly apply the rules regarding the use of periods by revising a provided e-mail. 
2. appropriately classify phrases into salutations, opening sentences, ending phrases, and closings used for writing e-mails. 

3. correctly identify phrases for apologizing, attaching files, or giving bad news by picking phrases according to categories assigned. 

4. correctly summarize main ideas in an article from China-Costa Rica FTA by reading the text. 

S. successfully describe customs reguiations to a customer by explaining to him/her how Direct Consignment influences on Preferential Tariff 

Treatment. 

6. properly use transitions for opposition, limitation, and contradiction by writing statements. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= usefui language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

1 Routines: Greetings, write the date, and check attendance. R Vocabulary 10 
w Cargo/freight service, merchandise, company. min 

• T writes the objective on the whiteboard . L 
• T provides feedback regarding errors found in e-mail they wrote iast s UL 

class. -Did you circle any period? (5:00-
Warm up: Periodsl Yes, 1 did. 1 circled the one after the word becausein --- 5:10} 
• Ss circle the periods that are unnecessary or incorrectly used in a this case the period is ... 

provided e-mail. Ss add any period they consider necessary. No, 1 didn't. 
• Ss share their answers with the class by using the UL. 

-Did you add any period? 
Yes, 1 did. 1 added one after the word ___ beca use in this 

Materials: case the period ... 

• Handout #22: The use of the period No, 1 didn't. 
1 Pre-task 1: More formal phrases R Vocabulary 

5min 1 

L 
2 • The group is divided into 5 groups. Ss receive a plastic bag s -Salutations: (Dear Mr. Rowell, 1 hope you have finished 

containing slips of paper with common formal phrases found in e- your projects successfully, etc.) 
(5:10-mails. They classify the phrases into salutations, opening phrases, Opening sentences (With reference to your email of [date], 

endings, and closings according to provided headings. Ss use the UL 1 wouid like to bring the following to your attention, etc.) 5:15) 

to interact. The first team in classifying the phrases is the winner. -Ending phrases (l look forward to your reply, etc.) 

• T walks around to check the classifications . -Closing phrases (Best regards, etc.) 

• Sorne Ss share their classifications with the whole class . UL 

• T gives chocolates to Ss . 
Which phrases are salutations/opening sentences/ending 

Materia Is: 
phrases/closings? 

• Material #7: a set of slips of paper with common formal phrases - is a/an 

found in e-mails Which phrases will you use to write your next e-mail? 

1 

-1'11 probably use . , and . 
Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures MS Language focus Strategies Time 

Pre-task 2: Plcklng phrasesl R Vocabulary 10 
s min 

3 • The group is divided into 3 teams. Each team is assigned either phrases for L -Phrases for apologizing (Please accept my 
apologizing, phrases for attaching files, or phrases for giving bad news. T asks each w apologies for the delay, etc.) (5:15-
group to pick only the phrases corresponding to the category assigned. The -Phrases for attaching files (Please find attached 5:25) 
phrases will be pasted on the wall in advance. the .... you requested, etc.) 

• Ss complete the phrases with possible words or ideas and Ss from other teams ask -Phrases for giving bad news (1 regret to inform 

the other Ss the phrases they got. 5s use the UL to interact with each other. you that due to ... ,etc.) 
Materia Is: UL 

• Material #8: Phrases for apologizing, attaching files, and giving bad news Should we pick this phrase? 
-Yes, we should. lt's perfect for .... 
-No, we shouldn't. This phrase is not for .... 

Which phrases do you use for 
apologizing/attaching fi/es/giving bad news? 

- is an example. 
-Another example is 

1 

4 Pre-task 3: More of Summarlzlngl R Vocabulary 20 

• T asks the students to recall the steps for summarizing together. T writes the w Vocabulary in the article min 
steps on the board. L (preferential tariff treatment, originating, summarizi 

• Ss read and summarize Art. 35 Direct Consignment individually. T suggests to s reloading, repacking, storage, temporarily ng (5:25-

take notes befare writing their summaries. stored, party, non-party ) (already 5:45) 

• Sorne volunteers share their summaries with the whole class by using the UL. UL taught) 

• T and Ast walk around and take notes of errors . What main ideas did you find in Article __ ? 

Materials: -1 consider that is one 

• Handout #23: Article 35 ( FTA), notes, and summary format of the main ideas. 
Can you tell me your summarized version of the 
article? 
-Well, 1 think a good summary of Article_ 
is. 

Abbreviations: T=teacher, Ast~assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

s Main task: Dlrect Conslgnment R Vocabulary 20 
• Task phase: Based on Article 35 andan e-mail about an English- speaking w Dear Ms. Rukeyser, min 

customer living in Costa Rica consulting for the influence of direct L 1 hope you have .. . with reference to your mail of .. (5:45-
consignment on preferential tariff treatment, Ss carry out a collective s As 1 told you in the last e-mail, ... Could you explain 6:05) 
writing in groups of 4 Ss. Ss write a draft reply on their notebooks to that to me ... ? ... Thank you for your assistance. 
explain to their customer how direct consignment influence on denial of Please find attached ... for your consideration. lOmin 
preferential tariff treatment. T asks the Ss to use the new phrases they 1 would like to apologize for any inconvenience (6:05-
have learnt in the pre-tasks. Ss use the UL to make decisions regarding cause d. 6:15) 
what to write. 1 regret to inform you that due to .. 

• Plannlng phase: Ss to revise and edit their e-mail s. After that, they write UL 15 min 
the final version in a larger format. T and Ast take notes of errors. Useful Language: (6:15-

• Reporting phase: Ss share the e-mails by pasting them on the wall. Each How should we start? 6:30) 

group chooses another group in arder to give feedback to them by using -Let' s start with ... 
a peer revision form. Ss use the UL. Volunteers share feedback with the What opening sentence/ending phrose/closing do 
whole class by saying the group number. you suggest? 

• T provides feedback and corrects errors. -1 suggest 

• Grou_pinq technique: Ss are grouped according to pictures related to What is an important idea to mention? 

their area of expertise. -1 believe that is necessary to be 

Materia Is: included. 

• Handout #23: Article 35 ( FTA) (already used) What else would you llke to include? 

• Handout #24: E-mail 
1 think that is relevant. 

•Material #9: Large e-mail formats for collective writing 
Is there any other detail you want to write? Sure. lt 

•Peer assessment form #4 
is necessary to mention .... 

-As a customer, are you satisfied with the reply? 
Why? Or why not? 
Comments in the peer assessment form: 
. (grOUI! ld makes use of most of the e-mail 
parts appropriately. However, they have difficulties ' 

with .... 
-As a customer 1 am satisfied because ... 
-As a customer 1 am not satisfied because ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

6 Post-task: Transitions (opposition, llmitation, contradictlon) R Vocabularv 10min 

• T explains the use of transitions far opposition, limitation, and w However, nevertheless, even though, while, etc. (6:30-
contradiction. Ss write statements by using given transitions. L UL 6:40) 

• Ss share their answers with the class by using the UL. s What statement did you write with the 
transition ? 
-1 wrote ....... 

Materials: Is it correct? 

Handout #25: Transitions far opposition, limitation, and contradiction -Yes, it is. 
-No, it isn't. A correct statement with the 
transition would be ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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More of Summarizing! 

Unit 2: Handout 23 

A. Summarize Article 35. Remember to fallow the steps far 

summarizing and that the summary should be shorter than 

the original version . 

B. Share your summary with the whole class. 

Use the Useful Language. 

Article 35: Direct Consignment 

l. The originating goods of the Parties claiming far preferential tariff 
treatment shall be directly consigned between the Parties. 

2. Originating goods whose transport involves transit through one or more 

non-Parties, with or without transshipment or temporary storage in such1 non­

Parties under control of the customs administration of su ch countries, are still 

considered directly consigned between the Parties, provided that: 

(a) the transit entry is justified far geographical reason or by consideration 

related exclusively to international transport requirements; 

(b) the goods do not enter into trade or consumption there; 

(c) the goods do not undergo2 any operation there other than 

unloading and reloading, repacking, or any operation required to 
keep them in good condition; 

(d) in case where the goods are temporarily stored in the territory of a 

non-Party, as provided in paragraph 2, stay of the goods in that 

non-Party shall not exceed 3 months from the date of its entry. 

Where conditions under subparagraphs (a), (b), (c) and (d) are not met3, such 

goods will not be considered as originating. 

3. For purposes of paragraph 2, the fallowing documents shall be submitted to 

the customs administration of the importing Party upon4 import declaration of 

the goods : 
(a) the Through Bill of Lading and other supporting documents far 

those goods with transshipment in a non-Party; and 
(b) in case where the goods are temporarily stored in the territory of a 

non-Party, additional documentary evidence should be provided by the 

customs administration of such non-Party. 



Glossary: 

1. such: Someone or somethíng ímplíed or índicated 
2. undergo: To experience orbe subjected to 
3. met: Past tense of meet. To be sufficient for; satisfy 
4. upon: On the occasion of, at the time of, or ímmediately after 

Adapted from: http://fta.mofcom.gov.cn/ topic/ encosta.shtml 

Definitions adapted from: www.thefreedictionary.com 

Summary: _________ _________________ _ 

Useful Language 

What main ideas did you find in Article __ ? 

-1 consider that .... is one of the main ideas. 

Can you tell me your summarized version of the article? 

-Well, 1 think a good summary of Article_ is ....... . 
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Direct Consignment 

Collective Writing 

Unit 2: Handout 24 

Based on Article 35 and the e-mail below about an English-speaking customer 

consulting about the influence of Direct Consignment on Denial of Preferential Tariff 

Treatment process, do the following in groups of 4 students: 

• First, write a reply draft on your notebooks to explain to the customer how the law 

works when applying the measures in the situation above. 

• After that, revise and edit your e-mail. 

• Write the final version of the e-mail in a larger format. 

• Finally, paste your e-mail on the wall. Choose another e-mail to give feedback. 

Consult reganling Direct Consignment .. 
Rvan KeUe-¡ {rkellcy29(.ilgmJil.com} 

Dear Ms. Matarrita, 

I hope you have had a nice week. 

With reference to your mail of September 12th related to Preferential Tariff Treatment, 

I would like to inform you that it was very cfear to me. Notwithstanding, I would like to have 

more information regarding Direct Consignment since f'm notfamiliar with this process. 

As I told you in the last e-mail, I wilf be importing merchandise for the first time soon 

and I don't want to lose the benefit of preferential tariff treatment. Could you please explain 

to me what the relationship between preferential tariff treatment and direct consignment is? 

How does direct consignment influence on this process? Could you please explain that to me 

via e-mail? f'm afraid I won't have time to meet this month. 

I would real/y appreciate your time. Thank you for your assistance. 

Regards, 

Ryan Kelley 
Genius Enterprise 
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Transitions 
Opposition / Limitation / Contradiction 

Unit 2: Handout 25 

Common transition phrases like but, rather and or, express that there is evidence of 
opposition, certain shift or contrast. 

The following are other examples to show opposition, limitation or contradiction. 

1. Although this may be true, 1 can' t help you with the transaction. 
2. You need to fill out the document first. On the other hand, you have to pay $350. 
3. The Certificate of Origin must be filled out correctly; otherwise, Preferential 

Tariff Treatment is denied. 
4. Even though the merchandise is stored during 3 days, the importer has to pay 

the whole month. 
5. While/whereas a ship is safer to transport your merchandise, a truck is not. 
6. Despite the importers' pleading, the customs technician didn' t deliver the 

merchandise. 
7. CIF is better for the importers; however/neverthe/ess/notwithstanding, most of 

them use FOB. 

Adapted from: 

http:ljwww.smart-words.org/linking-words/transition-words.html 

Exercise 

lnstructions: 

1. 

2. 

3. 

4. 

• Write statements using sorne of the transitions above. 

• Make reference to the articles you have read in class or any a rea of your field 

of expertise. 

• Use the Usefu/ Language to check the exercise over. 

Useful language 

What statement did you write with the transition. _______ ? -1 wrote ... 
Is it correct? -Yes, it is. 
-No, it isn't. A correct statement with the transition would be ... --- -
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More Formal phrases 

Unit 2: Material 7 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Salutations ¡ Endings ¡ . . . 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·T,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Dear Ms. Castillo, ¡ 1 look forward to your reply. ¡ . 
! 1 hope your business is going well. 
i i i r,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
¡ Dear Mrs. DiMattia, ¡ 1 look forward to hearing from ¡ . . . 
! 1 hope you feel better. ! you. 1 

i i i r,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Dear Mr. Rowell, ¡ Thank you for your assistance. ¡ . . . 
¡ 1 hope you have finished your project ! . . 
! successfully. ! 
1 1 1 . . . r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·i 
¡ Opening sentences ¡ Closings ¡ . . . r:·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·;-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Thank you for contacting us ¡ ¡ 

¡ regarding . . . . ~ Regards, . . . . 
1 1 1 r,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Regarding the question you raised in ¡ ¡ 
! your previous email, please find my i · ¡ Best regards, ! explanation below. ¡ 1 . . . 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ With reference to your email of ¡ All the best, ¡ 
! [date], 1 would like to bring the · 
i following to your attention. 1 1 . . . 
r.·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·+,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Thank you for your email of [date]. ¡ Best wishes, ¡ 
! Please find my reply to your query · · 
1 
¡ below . . 
'-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-· ....... ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·---·~ Adapted from: 

http:Uwww.nlccl/ estr­

downloadsl Phrases%20to%20use_%20in%20business%20letters%20and%20emails.pdf 

http://smallbusiness.chron.com/good-salutations-business-ernaits-23086.html 
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Unit 2: Material 8 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! Phrases f or Apologizing ! 
1 1 . . 
1 . 
1 1 r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ 1 would like to apologize f or any inconvenience caused. ¡ . . 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Please accept my apologies f or the del ay. ¡ . . 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! 1 will make sure that this will not happen again in the future. ! 
1 1 r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ 1 am afraid 1 will not be able to attend the... .. ¡ . 
1-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·I 
! Phrases for Attaching Files ! 
1 1 . 
1 1 r-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ 1 am attaching the .... for your consideration. ¡ . . 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! 1 am sending you the .... as an attachment. ! 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! Please find attached the .... yo u requested. ! 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Phrases for Giving Bad News ¡ . . 
1 1 . . 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! 1 regret to inform you that dueto... ! 
r,·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-;-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ Unfortunately, dueto ..... 1 m not legally able to.... ¡ 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
¡ I'm afraid I've got sorne bad news f or you... ¡ 
.... ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·· 



teNMessage 

University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

-

Unit 2: Material 9 

- , ... X 

C: 5:c 



CAIT University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Activity: Providing feedback to my classmates. 

Unit 2: Peer assessment form 4 

lnstructions: Give your partners feedback on their e-mail, using the following form. 
Group number: ____ _ 

Criteria Yes Needs No Comments 

Group __ : 
improvement 

l. makes use of main e-mail parts. 

2. uses modal auxiliaries 
appropriately. 

3. uses transitions correctly. 

4. uses punctuation (commas and 
periods) correctly. 

5. spells words appropriately. 

As a customer, are you satisfied 

with the reply? Why? Or why not? 

Do you have any suggestion for 

your classmates? 
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Teacher: Vivían Arguedas 
Assistant : Yajaira Ocampo 

Unit 2: Wrlting e-mails 

Unit 2 Lesson Plan# 6 

Date: Monday. September 191
\ 2016 

Unit Goal: By the end of the unit, the students wíll be a ble to successfully wríte e-maíls based on Free Trade Agreements (FTA) to 
customers or colleagues from countríes where Englísh is língua franca by using appropriate structures, vocabulary, regíster and 
standard writing conventions. 

General objective: By the end of the unit the students will be able to explain customs regulations or procedures to advise customers 
when exporting and ímporting merchandise. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. appropríately recognize the topic by looking at pictures of objects of cultural interest in UK. 

2. successfully identify common antecedents related to the European Economic Community in regards to exporting regulations. 

3. effectively recognize details from a text about types of licenses requíred to export objects of cultural interest from UK to the 

members from the Euro pean EconomicCommuníty by practicing the repeated speed reading strategy. 

4. successfully identify regulations to obtain a general export license in order to dispatch objects of cultural interest from U K to 

the members of the European Economic Community. 

S. correctly write an e-mail by restating ideas about regulations related to exporting objects of cultural interest from U K 

to other countries that belong to the European Economic Community. 

6. effectively recognize the use of transitions of emphasis, support, and example. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

Routines: greetings, write the date, & call the roll & Check Homework Vocabulary: The 
Transitions S&L Campbell Sisters 10 

Dancing a Waltz, The min 
1 Warm-up: A Museum in the Class English Translation (5:00-

• T gives the instructions and models the usefullanguage . of Erasmus, The 5:10) 

• Ss walk around the class observing the pictures on the wall, Lady of Sha llot, The 

which represent important pieces ofworks of art from the UK. Penitent Saint Peter, 

• Ss talk over the pictures with other classmates and report what they The Marble Statue 

saw. They will let others know if they were familiar with the pieces of of Aphrodite, A 

art or not. panoramic Winter 

• T writes the topic on the board and asks Ss the question: Landscape. 

Are you familiar with European regulations for exporting? 

1 

Materials: UL: 

• Unit 2: Material# 10 What might this be? 
1 think it is a 
sculpture. 
Who is the author? 
1 remember it was 
made by ... 1 cannot 
recall who made it. 
Where is this piece 
of art from? 
1 guess it is from ... 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



2 Pre-task 1: What do you know? S&L UL: 15min 

• T gives instructions about the activity in a concentric circle where (5:10-

students share sorne prior knowledge about the context of exporting From what 1 know ... 5:25) 

1 

in UK. 1 can recall. .. 

• T models the useful language. 1 remember that... 

• The whole group forms a concentric circle and talks over the given An interesting fact is 

questions about exporting antecedents in the European Economic ... 
Community. 

• Ss go back to their places and volunteers share so me of the details 

discussed. 

Materia Is: 

• Unit 2: Material #11 

3 Pre-task 2: Repeated Speed Reading R S l Strategy 10 

• T gives instructions in the handout and models the strategy. UL: Repeated Speed min 

• SS read a section of UK Export Licensing for Cultural Goods Procedures The text is about... Reading (5:25-

and Guidance for Exporters of Works of Art and Other Cultural Goods for Sorne of the Vocabulary 5:35) 

1 minute, they write a mark where they stopped, and finally they turn the important ideas documentation, 

page and write notes of details they understood. are ... embargoed, license, 

• Ss read the text for 30 seconds again, write a mark where they stopped, Sorne details 1 dispatch, manuscripts, 

turn the page, write more details they understood the second timethey understood from the archives, museums 

read and share them with theclass. text are ... 

Materials: 

• Unit 2: Handout #26 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



4 Pre-task 3: Exports of Objects of Cultural lnterest in UK R&S UL: 1

1 

Strategy 15 
The text is about ... Repeated Speed Reading min 

• T gives instructions toread a text about the regulations to get a General Sorne of the Vocabulary ( 5:35-
Export License for exporting objects of cultural interest in UK, and she important ideas pursuant, Spire, end- 5:50) 

reminds Ss about the use of the strategy previously practiced. are ... user, HM Revenue, 

• lndividually, Ss read Article 26 from the UK Council Regulation about Sorne details 1 notification, transferor, 

conditions and requirements to get a General Export License for 1:30 understood from the authorized, revocation 

minute. Then, they write a mark where they stopped. After that, they text are ... 

read the text again for 1 minute, and they write another mark where they 

1 
stopped while reflecting about the following questions: Did 1 go further in 
the reading? Did 1 get more details? 

• Ss are given a picture of a musical instrument in orderto look for their 
partner to share their ideas. 

1 • In pairs, Ss turn down the page and tell each other 2 detailsthey 
understood from the text. 

• Volunteers share ideas with the rest of the class . 
Materia Is: 

s, Task: How Can 1 Sell my Violins? W,S UL 40 
Task phase: What ideas do you Vocabulary 

min 

• T explains the situation and gives the instructions and models UL. remember about export license, (5:50-

• Ss write an e-mail in order to explain a customer in UK how to geta exporting cultural temporarily exported, 6:30) 
general export license to sell his/her violins in lreland. goods? professional musician, 

1 • T and Ast walk around reminding students about the importance Something that cultural goods 
of practicing the useful language. Both take notes about errors called my attention 

related to pronunciation. is .... 
What else can be 
restated in the e-
mail? 
1 believe that the 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



• T and Ast walk around the classroom collecting errors about grammar condition related 
and spelling from the e-mails. to ... 

Formal Salutations 

Planning Phase and Closing 

• T asks Ss to revise and edit their e-mails. After that, they write the Sentences: 

final version in a largertemplate. T and Ast take notes of errors. Ss Dear Sir ... Yours 

share the e-mails by pasting them on the wall. faithfully 

Reporting phase: Dear Madam ... 

• Each group reads their emails to share their ideas tothe class . Yours faithfully 

• T explains homework for September 261h • Dear Sir or Madam 

• T and Ast provide feedback about the errors on the board . . .. Yours faithfully 
1 look forward to 

Materia Is: your reply. 

• Unit 2: Handout #28 How Can 1 Sell my Violins?, Handout # 29 E-mail l look forward to 

Template and Handout # 30 Homework hearing from you. 
Formal Opening 
Sentences: 
1 hope you are fine. 
1 trust you are fine. 
Greetings from ... 
(name of a person) 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



6 Post-task: What do you mean? R,W Grammar: 15min 

• T gives the instructions and models UL. Transitions of (6:30-

• Students are given strips of paper about information present in the Arts emphasis, support 6:40) 

Council Guidance for Exporters. Then, they need to recognize logical and example 

connections of sentences by pasting the strips of paper logically in a piece UL: 
of newsprint. Finally, volunteers share the solutions to the gro u p. What sentence do 

you think matches 

Materials: the previous one? 

• Unit2: Material 13& Handout#31AnswerKey 1 believe that... 
1 

What is the best 
sentence to support 
the previous idea? 
1 think that... 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Strategy: Repeated Speed Reading 

Unit 2 Handout 26 

1. Read a section of UK Export Licensing for Cultural Goods Procedures and Guidance for Exporters of Works of Art and 
Other Cultural Goods for 1 minute, write a mark where you stopped, turn the page and write notes of details you 
understood. 
2. Read the text for 30 seconds again, write a mark where you stopped, turn the page, write more details you 
understood the second time you read and share them with the class. 

Open General Export License (OGEL) for Objects of Cultural lnterest 

The OGEL may permit the permanent export to any destination, except an embargoed one, of certain 
classes of cultural goods provided the value of the object is less than the figure specified in the OGEL for 
the relevant class. lt removes the need to apply for an individual license. 
The OGEL is available for use by any exporter in the UK; it is a valid export license and the conditions 
attached to it are binding. No prior authorization is required from the ELU to use an OGEL, no license 
need be applied for from the ELU and no license has to be presented to Customs. Customs officials at 
ports and airports should be informed that the goods are being exported under the OGEL (Objects of 
Cultural lnterest) by quoting its title in the export documentation 

Open Individual Export Licenses (OIELs) 
Exporters who regularly dispatch items intra EU (e.g. for fairs) may obtain an OIEL for certain documents, 
manuscripts or archives and such licenses may be issued for certain other classes of cultural goods. There 
is also (i) a Museums and Galleries OIEL which permits the temporary dispatch of any object owned or 
under the care of the museum holder to any EU Member State for a period of up to three years without 
having to apply for a UK export license and (ii) an Objects of Cultural lnterest OIEL which allows the 
export from the UK of any goods imported into the UK within 50 years of the date of export. 

Specific Open Licenses 
This type of license is issued under the EU Regulation for the temporary export from the EU on several 
occasions of a specific category of cultural good by a person or organization for the purposes of use 
and/or exhibition in a third country (i.e. a country outside the EU). This type of license can only currently 
be issued in the UK in respect of musical instruments and motor ve hieles. lt e na bles the repeated 
temporary exports of such objects for up to six months overa period of three years after which time the 
license may be renewed. For information about these and an application form, please contact the ELU. 

Adapted from _htt,p;:lihedleyshumpers.com/ resources/Guidance for Cultural%ZOG0ods%2.QEX(!Qrters%20Arts%20.COuncil 2014.pdf 

Note: UK Export Licensing for Cultural Goods Procedures and Guidance for Exporters of Works of Art and Other 
Cultural Goods has been delimited under the European Regulation (EU) as part of the Lisbon Treaty. 
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Unit 2: Handout 27 

Exports of Objects of Cultural lnterest in UK 

lnstructions: 
A) Individual/y, read Artic/e 26 from the UK Council Regulation about conditions and requirements 
to get a General Export License for 1:30 minute. Write a mark where you stopped. 
B) Read the text again for 1 minute. Write another mark where you stopped and ref/ect: 

• Did I go further in the readíng? 
• Did I get more detaíls? 

C) Turn down the page and tell your c/assmate 2 details you understood from the text. 

General Export License dated 20 June 2016 granted by the Secretary of State. 

Conditions and Requirements 
The authorization in paragraph 1 is subject to the following conditions: 

(1) before first using this license, the exporter shall inform the Secretary of State of their 
intention to do so, specifying their name and the address at which copies of records maintained 
pursuant to paragraph 4(2) may be inspected; this notification must be made via the Export 
Control Organization (ECO)'s electronic licensing system, SPIRE, at www.spire.bis.gov.uk; 

(2) the exporter or transferor shall maintain the following records in respect of all their 
exports and transfers of items under this Open General Export License: 
a) the date and destination of each 
b) the name and address ofthe consignee and, where known, the 
c) end-user 
d) a description of the items exported or transferred 
e) the quantity of goods exported. 

and any such records shall be maintained for at least four years, and the exporter or transferor 
shall permit the records to be inspected and copied by any person authorized by the Secretary 
of State. The detailed requirements are set out in article 29 ofthe Export Control Order 2008; 

(3) except in the case of an export of technology by telephone, fax or other electronic 
media, official and commercial export documentation accompanying the items shall include a 
note stating either: 

(a) "These items are being exported under the Open General Export License (lnternational 
Non-Proliferation Regime Decontrols: Dual-Use ltems)"; or 
(b) the SPIRE reference ofthe exporter's registration in respect of this license which shall be 
presented toan officer of HM Revenue and Customs if so requested. 



(4) prior to audit, the Export Control Organization (ECO) will issue a pre-visit questionnaire 

(PVQ). This must be completed, in full, and returned by the date given. 

(5) where the exporter has received a warning letter sent on behalf of the Secretary of State 

which identifies failure to comply with this License ora provision of applicable export control 
legislation, the exporter shall take such steps as are identified in that warning letter in arder to 

resto re compliance with the License. Without prejudice to article 34 of the Order, failure to 

comply with this condition may result in this License being revoked or suspended until the 

exporter can show compliance to the satisfaction of the Export Control Organization. The 

exporter will be notified in writing of any such suspension or revocation and the initial period of 

such suspension or revocation 

(6) the Secretary of State has the power to vary or withdraw export licenses at any time. lf 

you do not use this license within any 24-month period far an export allowed by this license, 
your entitlement to use it will automatically run out at the end of that 24- month period and 

your registration details will be removed from SPIRE. However, you can register far this license 
again if you want to use it after your registration has ended. 

(7) you must update the 'Open licensing returns' within SPIRE, far ali exports or trade 

carried out within each calendar ye ar. You must update the returns by the last day of the 

fallowing January at the latest (far example, you would need to update the January to 

December returns by the end of the fallowing January) and include all the infarmation required. 
You do not have to report on technology transfers. 

Glossary: 
•!• Pursuant: in accordance with 
•!• SPIRE: webpage to apply far an Open Export License in UK 
•!• End-user: a person who ultimately uses a product 
•!• HM Revenue: Her Majesty's Revenue and Customs (HM Revenue and Customs or HMRC) is a 

non-ministerial department of the UK Government responsible far the collection of taxes, the 
payment of sorne farms of state support, and the administration of other regulatory regimes 
including the national mínimum wage. 

Taken from 

https:U www.gov.uk{government/u1ploads/svstemfuploads/ attachment data/ file / 529088/ 16-234-
ogel-nonprolif-dual. edf 
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How can Export my Violins? 

Unit 2 Handout 28 

You are a customs agent and one of your customers is an experienced luthier who makes string 
instruments for the London College of Music. He wants to sell twenty 15 year-old violins he has 
stored at the basement of his house to the musida ns at the Royal lrish Academy of Music. You ha ve 
learned that the main requirement for permanent export (selling) of objects of cultural interest is to 
get an open export license. Explain the important regulations to your customer in arder to sell his 
violins in lreland. 

lnstructions: 

A) Work in groups and write an e-mail to guide your customer exporting his violins. In the body of the e­
mail, restate sorne of the ideas related to conditions and requirements for getting a general export 
lícense. 

Useful Language: 

• What requirements do you remember about getting a general export license for 
exporting cultural goods? 
A relevant regulation is .... 

• What else can be explained in the e-mail? 
1 belíeve that the condition related to ... 

• What other details should we write? 
1 consider that ... 

Formal Salutations and Closing Sentences: 
• Dear Sir ... Yours faithfully 
• Dear Madam ... Yours faithfully 

• Dear Sir or Madam ... Yours faithfully 
• 1 look forward to your reply. 
• 1 look forward to hearing from you. 

Formal Opening Sentences: 

• 1 hope you are fine. 
• 1 trust you are fine . 
• Greetings from ... ( na me of a person) 

Taken from: 
http:l!www.nvtc.eele-oepeNarkkillayout/opening and closing lines.html 
http :/lwww .businesswritingblog.oom/busi ness writi ng/2012/ 07 / opening-sentences-for­
g!obal email .html 
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Homework/ Due Date Sept 26th 
Transitions of Emphasis Support or Example ' 

These connectors are used to introduce examples such as support, to indicate importance oras 
an illustration so that an idea is cued to the reader . 

. 
S1tuat1on: Your customer wants to sell ant1ques she/he has at home m London to 
someone in Germany. 
lnstructions: lnvestigate information about requírements to export objects of cultural 
interest considered as national treasures in UK and write an e-mail to explain the 
procedures and regulations to him or her. Use transition words such as: 

In other words, As an illustration, In fact, In general, 

--

New Message _ .. '" x 

To Ce Bcc 

Subject 

r. 

Track this email 
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What do you mean? 

l. Do museums and galleries need to apply for export licenses? 
Yes . Museums and galleries must apply for export licenses. A museum or gallery is more likely to be 
arranging a temporary loan of an object for an exhibition abroad rather than seeking a permanent 
export. A temporary license application by a national museum or gallery or one that holds a 
Museums & Galleries OIEL (see paragraph 7) is not normally referred toan Expert Adviser. 
In other words, people who want to show their work of art in another country within the region of 
the Euro pean Economic Community need special and temporary requirements. 

2. What about the special considerations which apply to manuscripts? 
For sorne manuscripts, the Expert Adviser may recommend that the UK national interest can be 
satisfied by the retention of a copy and that the origina Is should 
be granted an export license. In such cases, the ELU will ask for a copy, so that it may be deposited at 
the British Library. Access to the copy is then normally denied for seven years, unless the owner of 
the original specifically consents to sorne lesser restriction . To save time, you may therefore wish to 
provide (where possible) a good quality copy of the original with your license application. 
In general, the only documents that may be exported are those which do not represent original 
samples. 

3. What is a National Treasure? 
The Reviewing Committee will designate an object as a 'national treasure' if it considers that its 
departure from the UK would be a misfortune on one or more grounds. 
Asan illustration, items must be protected if they ha ve fall into categories of historical interest, 
educational resources, or under the criteria of national beauty. 

4. lf my cultural object has arrived in the UK within the last 50 years, what evidence should 
accompanythe application? 

The documentary evidence must provide details of the provenance of the object concerned. lf the 
object is a recent arrival in the UK from outside the EU, it may be simpler to provide copies ofthe 
commercial shipping documentation ora copy of the Customs Single Administrative Document (C88) 
with your license application. lfthere are no recent import documents it is important that an export 

license application is supported by provenance dating back to at least 1January1993 or, in the case 
of material from Iraq, 1August1990. Failure to provide any of this information will result in delay, or 
it may result in the ELU not being able to process your application. 

In fact, all the documents have the same relevance as the export license application in arder to 
preve authenticity of the import ite m. 

Adapted from bttv : llwww.artscouncil.org.uk/sit!s/default/files/download-file / Guidance for exoorters 20_15 iss_u_e 3_.pdf 
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The Campbell Sisters Dancing a Waltz 

I:. () 
Literature and Lariguage 

Erasmi Col loqu2a selecta: or" the 
select colloquies of EC"asmus '\N!thi arn 
English translatíon, ·- · designed for 
the use of beg ~nnel"S in the latln 
longue- The nineteenth edit1on . By 
J-o h n Clarke, •. . 

0-esiderius E,-asmus 

The English Translation of Erasmus 



The Lady of Shallot 

The Penitent Saint Peter 



The Marble Statue of Aphrodite 

A Panoramic Winter Landscape 
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1. Do you know what products are commonly exported in The United 

Kingdom (UK)? 
2. Who are the members of the European Economic Community? 
3. What does exporting cultural goods mean? 
4. Do you know any European regulation to export works of art? 
5. What kind of cultural objects do you think can be exported in Europe? 

Discussion 
1. Do you know what products are commonly exported in The United 
Kingdom(UK)? 
2. Who are the members of the European Economic Community? 
3. What does exporting cultural goods mean? 
4. Do you know any European regulation to export works of art? 
5. What kind of cultural objects do you think can be exported in E urape? 



Unit 2 Material 11 Answer Key 

Discussion 

l. Do you know what products are commonly exported in the UK? 

• Machines, engines, pumps: US$63.9 billion (13 .9% of total exports) 

• Gems, precious metals: $53 billion (11.5%) 

• Vehicles: $50.7 billion {11%) 

• Pharmaceuticals : $36 billion (7.8%) 

• Oil: $33.2 billion {7.2%) 

• Electronic equipment: $29 billion {6.3%) 

• Aircraft, spacecraft: $18.9 billion (4.1%) 

• Medical, technical equipment: $18.4 billion {4%) 

• Organic chemicals: $14 billion {3%) 

• Plastics: $11.8 billion (2.6%) 

2. Who are the members of the European Economic Community? 

The six were France, West Germany, ltaly, Belgium, the Netherlands and Luxembourg. The first 

enlargement was in 1973, with the accession of Denmark, lreland and the United 

Kingdom. Greece, Spain and Portugal joined in the 1980s. 

3. What does exporting cultural goods mean? 

To export products that are considered national treasures 

4. Do you know any European regulation to export works of art? 

Ali the procedures established by to the Reviewing Committee on the Export of Works of Art 

and Objects of Cultural lnterest. 

S. What kind of cultural objects do you think can be exported in Europe? 

.,.._ ,... 

• 
• 
• 

., ,... 

"" ,... 

Archaeological objects more than 100 years old 1 which are the products of: 

excavations and finds on land or under water 

archaeological sites 

archaeological collections 

Elements forming an integral part of artistic, historical or religious monuments which 

have been dismembered, of an age exceeding 100 years 

Pictures and paintings, other than those included in categories 4 or 5, executed entirely 

by hand in any medium and on any material2 



Watercolours, gouaches and pastels executed entirely by hand on any 

material2 

~ Mosaics in any material executed entirely by hand, other than those falling in categories 

1 or 2, and drawings in any medium executed entirely by hand on any material2 

~ Original engravings, prints, serigraphs and lithographs with their respective plates and 

original posters2 

~ Original sculptures or statuary and copies produced by the same process as the origina12, 

other than those in category 1 

~ Photographs, films and negatives thereof lncunabula and manuscripts, including maps 

and musical seores, singly or in collections2 

~ Books more than 100 years old, singly or in collections 

~ Printed maps more than 200 years old 

~ Archives, and any elements thereof, of any kind or medium which are more than 50 

years old 

~ Collections3 and specimens from zoological, botanical, mineralogical or anatomical 

collections; 

~ Collections3 of historical, palaeontological, ethnographic or numismatic ninterest. 

~ Mea ns of transport more than 75 years old 

Any other antique items not included in categories 1 to 14: 

between 50 and 100 years old: 

• toys, games 

• glassware 

• articles of goldsmiths' or silversmiths' wares 

• furniture 

• optical, photographic or cinematographic apparatus 

• musical instruments 

• clocks and watches and parts thereof 

• articles of wood 

·• pottery 

• tapestries 

• carpets 
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Unit 2: Writing e-mails 

Unit 2 Lesson Plan# 7 
Date: Wednesday. September 2151

, 2016 

Unit Goal: By the end of the unit, the students will be a ble to successfully write e-mails based on Free Trade Agreements (FTA) to 
customers or colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and standard 
writing conventions. 

General objective: By the end of the unit the students will be able to explain customs regulations or procedures to advise customers when 
exporting and importing merchandise. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. effectively recognize the use of transitions of emphasis, support, and example in a text about free trade agreements. 

2. appropriately identify word parts related to vocabulary of envi ronmental laws. 

3. successfully summarize important ideas from a chapter of the USA- Singapore Free Trade Agreement by practicing the strategy 

getting the gist. 

4. effectively summarize important ideas from a chapter of the USA- Singapore Free Trade Agreement by practicing the strategy getting 

the gist through cooperative learning. 

5. successfully write an e-mail by about environmental regulations from Singapore Free Trade Agreement by practicing the strategy 

getting the gist through cooperative lea rning. 

6. correctly use transition words in the context of environmental laws. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. I 
Procedures Macro Language focus Strategies Time 

Skills 

Routines: greetings, write the date, & call the roll R,W Grammar: Transitions of 10min 
emphasis, support and (5:00-

1 Warm up: What do you mean? example 5:10) 

• T asks Ss what they remember about the previous class. UL: 

• T gives the instructions and models UL in order to practice transitions of What sentence do you think 

emphasis, support and example related to the previous class. matches the previous one? 

• Students are given strips of paper about information present in the Arts 1 believe that... 

Council Guidance for Exporters. Then, they need to recognize logical What is the best sentence to 

connections of sentences by posting the strips of paper logically in a piece support the previous idea? 1 

of newsprint. Finally, volunteers share the solutions to the group. think that... 

• The teacher asks the students: What other free trade agreements are you 
familiar with? 

• T writes the topic on the board . 

Materia Is: 
Unit 2: Material 13 & Handout #30 Answer Key 

1 

10min 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



2 Pre-task 1: What is the new word? R,S,W Vocabulary: (5:10-

• T and Ast present the useful language . Environmental= 5:20) 

• Sorne students get a base word and other get a suffix . Environment+tal 

• Ss walk around looking for a possible match, then they write the new 
' 

Protection= Protect+tion 

word on the board and give their own definition in pairs. Pollution= Pollute+tion 
lnfringement= lnfringe+ment 
Agree ment=Agree+ment 

Materia Is: Negotiation=Negotiate+tion 

• Unit 2: Material #14 Prevention= Prevent+tion 
Regulation= Regulate+tion 
Hazardous= Hazard+ous 
Ul: 
What do you think the word 
is? lt's ... 
What does the new word 

1 mean? lt mea ns ... 

3 Pre-task 2: Getting the Gist R, Vocabulary Strategy: 15min 

• T models the strategy and Ast presents Ul. S,L,W parties, resolution, Getting (5:20-

• lndividually, Ss read a paragraph about a section from Chapter 18 consultation, procedures, the Gist 5:35) 

concerning Environment in the USA-Singapore Free Trade Agreement environmental, pursuant, 

(USSFT A), they write a keyword in each part of the word map that conciliation 

represents important data in the text, and then they write an Ul 
approxi mate 15-wo rd su m ma ry. The summary is the 

• Ss share their ideas with the rest of the group . following ... 

1 

Materials: The main idea 1 got is ... 

• Unit 2: Handout #31 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful Ianguage 



4 Pre-task 2: R,W,L,S 20min 
USA- Singapore Free Trade Agreement (USSFTA) Chapter 18 Environment Vocabulary: (5:35-

• T explains the activity and Ast presents UL. ·:· abatement 1 5:55) 
1 

• The class is divided into groups and Ss read a section of an article from ·:· hazardous 

Chapter 18 about Environment in the USA-Singapore Free Trade ·:· enforceable 

Agreement. Each group is given a different article about the same chapter. ·:· thereunder 

• Ss write two important ideas in the summary chart in the section that ·:· strive 

corresponds to their article. •!• prosecutorial 

• Ss walk around the class and find someone who has the important ideas •!• compliance 
1 

from the rest of the articles. ·:· bona fide, among others 

• Volunteers complete their summary chart with the ideas from other 
groups and share their ideas with the group. UL: 

What is your article 

Materia Is: about? lt is related to ... 

• Unit 2: Handout #32 (4 versions)+ A Summary Chart What were the main 
ideas in your article? 
1 learned that ... 

s Task: What should 1 consider about my fluorescent lamps? W,R,S L 1 Useful Language: 1 30min 

• Your ideas were very (5:55-
Task phase: interesting. However 6: 25) 

• T explains the activity and Ast presents UL. you need to ... 

• lndividually, Ss write a draft of an e-mail in order to reply a customer and • Your e-mail was very 
they give him/her information about the most important established (organized/complete/ 
regulations that refer to the protection of the environment in the USA- well- developed), but 
Singapore Free Trade Agreement (USSFTA). you should ... 

1 

1 

• 1 enjoyed reading 
Planning Phase your e-mail, though 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



• Ss edit, revise and proofread their e-mails . you forgot ... 

• T and Ast collect evidence of errors . 
Reporting phase: 

• All the class arranges their seats in two lines facing each other . 

• Ss exchange their e-mails with the person who is facing him or her, they 
correct each other's errors, they evaluate each other by using a peer 

1 

assessment form, and finally volunteers share their advice in public. 

• T gives feedback about the errors in this task . 

Materials: 

• Unit 2: Handout #33, Larger E-mail Template, Peer Assessment Form #5 
1 

6 Post-task: Transitions (effect, consequence, result) Transitions (effect, 15min 1 

• T explains the activity and Ast presents the UL. R,W consequence, result) (6:25-

• In pairs, Ss read the sentence below and write a new sentence using the as a result, consequently, 6:40) 

given transitions showing consequence or effect. therefore, in effect 1 

• In a strip of paper, they rewrite one of their new statements and paste it 
under any of the categories on the walls. 

• Ss walk around the class and correct their classmates errors made in their 
sentences. 

• T gives feedback about the activity . 

Materials: 

• Unit 2: Handout# 34, strips of paper 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Summarizing Strategy: Get the Gist 

Unit 2: Handout #31 

The word gist is defined as "the main or essential part of a matter." The GIST strategy (Cunningham, 1982) helps 
students read expository texts and get the main idea . 

Token from https://wvde.stote. wv.us/ strotegybonk/ GISTStrotegy.html 
/nstructions: 
l . Individual/y, reod the following porogroph obout o section from Chopter 18 concerning Environment in the USA ­
Singopore Free Trode Agreement (USSFTA), write o keyword in eoch port of the word mop thot represents 
importont doto in the text, ond then write on opproximote 15-word summory. 
2. Shore your ideos with the rest of the group. 

ARTICLE: ENVIRONMENTAL CONSULTATIONS 

1. A Party may request consultations with the other Party regarding any matter arising under 

this Chapter. Unless the Parties otherwise agree, consultations shall commence within 30 

days of a Party's delivery of a request far consultations to the contact point designated by the 
other Party far this purpose. 

2. The Parties shall make every attempt to arrive ata mutually satisfactory resolution of the 
matter and may seek advice or assistance from any person or body they deem appropriate. 

3. lf the consultations fail to resolve the matter, either Party may request that the 
subcommittee described in Article 18.4 be convened . The subcommittee shall convene within 

30 days of a Party's delivery of a written request to convene the subcommittee to the other 

Party's contact point designated pursuant to paragraph 1,18-1 unless the Parties otherwise 

agree, and shall endeavor to resolve the matter expeditiously, including, where appropriate, 
by consulting governmental or outside experts and having recourse to such procedures as 
good offices, conciliation, or mediation. 

4. lf a Party considers that the other Party has failed to carry out its obligations under Article 

18.2.l(a), the Party may request consultations pursuant to Article 20.4.2(a) (Additional 
Dispute Settlement Procedures) or under paragraph 1 of this Article . 

(a) lf a Party requests consultations pursuant to Article 20.4.2(a) more than 60 

days after the commencement of consultations under paragraph 1, the Parties 

may at any time agree to refe r the matter to the Joint Committee pursuant to 
Article 20.4.2(a) . 
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Group 1 

USA- Singa pare Free Trade Agreement (USSFTA) Chapter 18 Enviranment 

1 nstructians: 
A) In groups, read the fallowing section of an article from Chapter 18 about Environment in the 

USA-Singapore Free Trade Agreement. 
B) Write two important ideas in the summary chart in the section that correspond to your article . 
C) Walk around the class and find someone who has the important ideas from the rest of the 
articles. 
D) Complete your summary chart with the ideas from other groups. Share your ideas with the 

group! 

ARTICLE: DEFINITIONS 

For purposes of this Chapter: 
enviranmental laws mea ns any statutes or regulations of a Party, or provisions thereof, the primary 
purpose of which is the protection of the environment, or the prevention of a danger to human, 

animal, or plant life or health, through: 

(a) the prevention , abatement, or control of the release, discharge, or emissionof 

pollutants or environmental contaminants; 

(b) the control of environmentally hazardous or toxic chemicals, substances, 
materia Is, and wastes, and the dissemination of infarmation related thereto ; or 

(e) the protection or conservation of wild flora or fauna, including endangered 

species, their habitat, and specially protected natural a reas, 

in a reas with respect to which a Party exercises sovereignty, sovereign rights, or jurisdiction, but does 
not include any statute or regulation, or provision thereof, directly related to worker safety or health; 

and 
') 
.:. . (a) far the U nited States, statutes ar regulatians mea ns an act of the U.S. Congress or 

regulations prom ulgated pu rsuant to a n act of the U .S. Congress that is enfarcea ble, 

in the first instance, by action ofthe federal gavernment; and 

(b) far Singapore, statutes ar regulatians mea ns an Act of the Parliament of Singapore 

and any subsidiary legislation made thereunder. Subsidiary legislation includes 
proclamations, rules, regulations, orders, notifications, by-laws, or other instruments 
made under any Actor other lawful authority and having legislative effect. 

Glassary: 

•:• abatement : decrease, decline, reduction, diminution, drop 
·:· hazardous: dangerous, unsafe, risky 

·:· enfarceable: executable, performable, doable 

·:· thereunder: in accordance with 
Adapted from: 

httcs J/t)str.govjsites /deJau lt/fi les/u ploads/agreementsf ftalsin,gapore/asset u pload file 708 4036. c¡df 
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USA- Singapore Free Trade Agreement (USSFTA) Chapter 18 Environment 

lnstructions: 

Group 2 

A) In groups, read the following section of an article from Chapter 18 about Environment in the USA­
Singapore Free Trade Agreement. 
B) Write two important ideas in the summary chart in the section that correspond to your article. 
C) Walk around the class and find someone who has the important ideas from the rest of the articles. 
D) Complete your summary chart with the ideas from other groups. Share your ideas with the group! 

ARTICLE: LEVELS OF PROTECTION 

Recognizing the right of each Party to establish its own levels of domestic environmental protection 
and environmental development policies and priorities, and to adopt or modify accordingly its 
environmental laws, each Party shall ensure that its laws provide for high levels of environmental 
protection and shall strive to continue to improve those laws. 

APPLICATION ANO ENFORCEMENT OF ENVIRONMENTAL LAWS 

1. (a) A Party shall not fail to effectively enforce its environmental laws, through a 
sustained or recurring course of action or inaction, in a manner affecting trade 
between the Parties, after the date of entry into force of this Agreement. 

Glossary: 

{b) The Parties recognize that each Party retains the right to exercise discretion with 
respect to investigatory, prosecutorial, regulatory, and compliance matters and to 
make decisions regarding the allocation of resources to enforcement with respect to 
other environmental matters determined to have higher priorities. Accordingly, the 
Parties understand that a Party is in compliance with subparagraph (a) where a course 
of action or inaction reflects a reasonable exercise of such discretion, or results from a 
bona fide decision regarding the allocation of resources. 

•:• strive: make great efforts to achieve or obtain something. 
•:• prosecutorial : fiscal 
•:• compliance: accordance, conformity, agreement 
•:• bona fide : genuine, real 

Adapted from: 

https;/fustr,gov/sites/defaulttfiles}uploadslil!greements!fta/sinf!apore/asset u-p load file708 403 
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Group 3 

USA- Singapore Free Trade Agreement (USSFTA) Chapter 18 Environment 

lnstructions: 
A) In groups, read the following section of an article from Chapter 18 about Environment in the USA­
Singapore Free Trade Agreement. 
B} Write two important ideas in the summary chart in the section that correspond to your artic/e. 
C} Walk around the c/ass and find someone who has the important ideas from the rest of the articles. 
D) Complete your summary chart with the ideas from other groups. Share your ideas with the group! 

ARTICLE: PROCEDURAL MATTERS 

1. Each Party shall provide persons appropriate and effective rights of access to remedies, in 
accordance with its laws, which may include rights such as: 

(a) to sue another person under that Pa rty' s jurisdiction far damages; 

(b) to seek sanctions or remedies such as monetary penalties, emergency closures, or orders to 
mitigate the consequences of violations of its environmental laws; 

(e) to request the competent authorities to take appropriate action to enforce that Party's 
environmental laws in arder to protect the environment orto avoid environmental harm; 
or 

(d) to seek injunctions where a person suffers, or may suffer, loss, damage or injury as a result of 
conduct by another person subject to that Party's jurisdiction contrary to that Party's 
enviran mental laws, or from tortious conduct that harms human health or the environment. 

Glossary: 
•!• jurisdiction: the official power to make legal decisions and judgments. 
•!• injunction: command, arder, term 
•!• tortious: a problematic situation 
•!• enforce: execute, implement, accomplish 

Adapted from: 
htt p§ ;Uustr .gov/sites/defaul.l/files/u ploa~~greementslfta /singapo retasset u ¡¡load file 708 4036. cdf 
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Unit2: Handout#32 

Group 4 

USA- Singapore Free Trade Agreement (USSFTA) Chapter 18 Environment 

lnstructions: 
A) In groups, read the following section of an articfe from Chapter 18 about Environment in the USA­
Singapore Free Trade Agreement. 
B} Write two important ideas in the summary chart in the section that correspond to your articfe. 
C) Walk around the class and find someone who has the important ideas from the rest of the articfes. 
O} Complete your summary chart with the ideas from other groups. Share your ideas with the group! 

ARTICLE: ENVIRONMENTAL COOPERATION 

The Parties recognize the importance of strengthening capacity to protect the environment and to 
promote sustainable development in concert with the strengthening of trade and investment 
relations between them. The Parties shall, as appropriate, pursue cooperative environmental 
activities, including those pertinent to trade and investment and to strengthening enviran mental 
performance, such as information reporting, enforcement capacity, and environmental 
management systems, under a Memorandum of lntent on Cooperation in Environmental Matters 
to be entered into between the Government of Singapore and the United States. The Parties also 
recognize the ongoing importance of environmental cooperation that may be undertaken outside 
this Agreement. 

The Parties shall take into account public comment and recommendations regarding cooperative 
enviran mental activities undertaken pursuant to this Chapter. Each Party shall also seek 
opportunities far its citizens to participate in the development and implementation of cooperative 
environmental activities, such as through the use of public-private partnerships. 

In addition to the environmental cooperation activities outlined in Paragraph 1 ofthis Article, the 
Parties shall, as they deem appropriate, share information on their experiences in assessing and 
taking into account positive or negative enviran mental effects of trade agreements and policies. 

Glossary: 
•!• undertaken: promise, commit 
•!• pursuant: in accordance with 
•!• partnership: society, corporation, community 
•!• strengthening: empowering 

Adapted from: 
https'.flustr.,e;ov/sites/ defauJtlfiJes/u ploads/agreemeotsftta {sim :a11or·e/asset u cjoad file 708 4036. pdf 
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Word Map: Get the Gist 

Unit 2: Handout # 32 

Taken from http:l/www.nbss.ie /'sites/ default/files/publications /g:et the cist com ocehension strategy O.qdf 
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DEFINITIONS 
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Summary Chart 

Main Ideas 

LEVELS OF PROTECTION 

PROCEDURAL MATTERS 

ENVIRONMENTAL 

COOPERATION 

Unit 2: Handout #32 
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Unit 2: Handout #33 

What should 1 consider about my fluorescent lamps? 

\ 
........ 

_ , 

Situation: You are a customs agent and today you receive an e-mail from a customer in Washington who is 
going to start exporting fluorescent lamps to Singapore. He wants to get information about the most 

important environmental considerations stated in the USA-Singapore Free Trade Agreement (USSFTA) since 

lamps always contain mercury which might be a hazardous substance for people and nature. 

1 nstructions: 

A) lndividually, write an e-mail in order to reply your customer and give him/her information about the 
most important established regulations that refer to the protection in the USA-Singapore Free Trade 
Agreement (USSFTA) . 

B) Exchange e-mails, correct the errors, evaluate your classmate by using a peer assessment form, tell 

him/her about your recommendations to improve writing e-mails, and give all the documents back. 

Formal Salutations and Closing Sentences: 

• Dear Sir ... Yours faithfully 

• Dear Madam ... Yours faithfully 

• Dear Sir or Madam ... Yours faithfully 

• 1 look forward to your reply. 

• 1 look forward to hearing from you . 
Formal Opening Sentences: 

• 1 hope you are fine. 

• 1 trust you are fine . 

• Greetings from ... ( na me of a person) 
Taken from: 
http:U www.nvtc.ee /e· 
pPRcOOrkl<l!J!youVgH!]jpg and closin¡ lines.html 
hm!,;Jtwww.businesswritin#!!og.c;om/business writin g(2Dl2107lopen 
• -se_o_te.n.cs-_s-fo_r- lo_b_aJ email.html 

Use~ul Language: 

• Your ideas were very interesting. 
However you need to ... 

• Your e-mail was very 
(organized/complete/well­
developed), but you should ... 

• 1 enjoyed reading your e-mail, 

though you forgot ... 



University of Costo Rico 
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Transitions (effect, consequence, result) 

So me of these tronsition words ore time words thot ore u sed to show 

thot ofter o particular time there wos o consequence aron effect. 

lnstructions: 

A) In pairs, read the sentence below and write a new sentence using the given transitions 

showing consequence ar effect. 

B) In a strip of paper, rewrite one of your new statements and paste it under any of the 
categories on the walls. 

C) Walk around the class and correct the errors your classmates made in their sentences. 

Environmental laws enforce the control of environmentally hazardous or toxic 
chemicals, substances, materia/s, and wastes, and the dissemination of information. 

• As a result 

• Consequently 

• Therefore 

• In effect 

Taken from http:/lwww.smart-words.org/linking-words/ transition-words.html 
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Unit 2: Peer assessment form #5 

Activity: Providing feedback to my classmate. 

/nstructions: Give your partner feedback on his/her e-mail, using the following form. 
My Classmate's name:. _________ _ 

Criteria Yes Needs No Comments 
My classmate ... improvement 
1. makes use of formal 

salutations, opening,ending 
and closing statements. 

2. organizes the idea logically. 

3. uses commas and periods 
correctly. 

4. uses modal auxiliaries 
appropriately. 

5. uses transitions studied in 
class. 

As a customer, are you satisfied 
with the reply? why? Or why 
not? 
Do you have any suggestion for 
your classmate? 
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Unit 2: Material #14 

Environmental= Environment+tal 

Protection= Protect+tion 

Pollution= Pollute+tion 

lnfringement= lnfringe+ment 

Agreement=Agree+ment 

Negotiation=Negotiate+tion 

Prevention= Prevent+tion 

Regulation= Regulate+tion 

Hazardous= Hazard+ous 
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Teacher: Vivian Arguedas Molina 
Assistant: Yajaira Ocampo Monestel 

Unit 2: Writing e-mails 

Unit 2 Lesson Plan# 8 
Date: Monday, September 26th , 2016 

Unit Goal: By the end of the unit, the students will be a ble to successfully write e-mails based on Free Trade Agreements (FTA) to 
customers or colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and 
standard writing conventions. 

General objective: By the end of the unit the students will be a ble to explain customs regulations or procedures to advise customers 
when exporting and importing merchandise. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. appropriately discuss the concept of e-commerce in the context of the USA-Singapore Free Trade Agreement. 

2. successfully define the concept of e-commerce by using the strategy one-sentence summary. 

3. effectively identify relevant regulations about the concept of e-commerce and related articles in the context of USA­

Singapore Free Trade Agreement by summarizing main ideas. 

4. successfully write an e-mail by indicating relevant regulations about the concept of e-commerce and related articles in the 

context of USA-Singapore Free Trade Agreement. 

5. correctly associate ideas by using the semi-colon. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

Routines: greetings, write the date, call the roll, check homework about S, L Vocabulary 15 
transitions of effect, consequence and result handout #34, collect Project e-commerce, commercial Min 

l #1 Guide Writing. relationships, USA-Singapore FTA (5:00-
online trading, globalization 

1 

5:15) 
Warm-up: What is e-commerce? 

• T gives instructions and Ast models the UL. UL: 

• Ss form a double line to share their ideas about the topic of e- 1 • 1 remember that... 
commerce specifically related to the USA-Singapore FTA. • 1 can recall that ... 

• Ss share their ideas orally and T writes the topic on the board. • 1 believe that. .. 
Materia Is: • As far as 1 know .. 
• Unit 2: Material #15 

1 • 1 consider ... 
2 Pre-task 1: One-sentence Summary 

1 

R,W, Vocabulary Strategy 10 
1 

• T explains the strategy, gives the instructions and Ast models the UL. 

1 

L,S transaction processing, electronic 1 One- min 

• lndividually, Ss write a one-sentence summary defining the concept data, online shopping, social 
1 

sentence (5:15-

of e-commerce. media, social networks 
1 

summary 5:25) 

• Volunteers share their ideas with the rest of the group . UL: 

Materia Is: • 1 wrote ... 

• Unit 2: Handout # 35 • My definition is ... 

• A simple definition is ... 

• My own definition is ... 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



3 Pre-task 2: E-commerce in the USA-Singapore Free Trade Agreement R, 1 Vocabulary 25 

• T explains the activity and Ast presents UL. W,S,L electronic commerce, digital min 

• The group is divided into groups. Ss read a section of an article from products, interna! taxes, externa! (5:25-

either Chapters 14, 8, 10, 15 about E-commerce and co-related themes taxes, diplomatic relations, undue 5:50) 

in the USA-Singapore Free Trade Agreement. Each group is given a 
delay, licensing fee, denying party, 
public entities, clearing systems, 

different article about the same chapter. refinancing facilities, financia! 
• Ss write a one-sentence summary per article in the given handout. institutions, capital gain, domestic 

• Ss write the sentences again in a strip of paper and paste them on the content, exchange earnings, 

wall to cooperate with the completion of a graphic organizer. exchange inflow. 

Each group presents their sentences and T gives feedback on the board . 
UL • 
What do you think the most 
important idea is? 

1 
1 1 believe that... 
Materia Is: 1 consider that... 
• Unit 2: Handout #36 

Is this section relevant to be 
considered? 

No, that idea is not important. 
Yes, that statement has important 
details. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



4 Task: Online English W, S,L Vocabulary 40min 

Task phase: Informal Salutations: (5:50-

• T explains the activity and Ast presents UL. • Hi Dennis, 6:30) 

• In group, Ss use their computers ar cell phones to write a draft of an • Helio Claire 

e-mail in arder to reply a customer and they give him/her information Informal Opening Sentences: 

about the most important established regulations that refer to e- • 1 hope you are fine . 
commerce and related articles in the USA-Singapore Free Trade • 1 trust you are fine . 
Agreement (USSFTA). Expressions far showing them 
Planning Phase you want to help 

• Ss edit, revise and proofread their e-mails. • lf 1 can be of assistance, please 

• T and Ast collect evidence of errors. do not hesitate to contact me . 

• lf you require any further 

information, feel free to 
Reporting phase: contact me. 

• The teacher writes her e-mail address on the board and one person in • lf you require any further 

1 

each group writes his or hers as reference. information, let me know. 

• T assigns roles far students to send their mails to their classmates' e- • Please feel free to contact me 
mail addresses. if you need any further 

1 

• Ss send the final version of the mail to their instructor and to one of information. 
their classmates' real e-mail account by using their cell phones ar 
computers. The classmate that receives the e-mail should be Informal Closing Sentences: 
someone from another group. • Hope to hear from you soon . 

1 

• They correct each other's errors by underlining them and then they • l'm looking forward to seeing 
send the e-mails back. you. 

• T projects the four mails on the board and she gives feedback about • Best regards, 
the errors in this task. Ss share their corrections. UL 

• What should be included 
Materia Is: in this mail? 

• Unit 2: Handout #37 1 believe the information in 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= uscful language 



Article ... is relevant. 

• What is fundamental 
knowledge for this 
customer? 

She/ he should know that... 

• What else needs to be 
explained? 

She/ he must know that... 

s Post-task: The Semi-colon 10 
UL min 

• T explains two rules about the use of semi-colon and Ast models the What can we write about? (6:30-
UL. We can refer to article ... in ... FTA 6:40) 

• In pairs, Ss write a sentence per rule by using any of the documents Which rule do we start with? 1 

they have gathered in the portfolio. want to write about... 

• Volunteers share their ideas orally . Is this sentence logically related 
with the previous one? 1 don't 

Materia Is: think so ... , Yes, it is definitely 

Unit 2: Handout #38 related to the other one. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Strategy: One-sentence Summary 

Unit 2: Handout 

A piece of text can be summarized in a sentence depending on your intention. Far example, you 

can fol/ow these formats : 
../ Definition 

A is a kind of that 
----~ ----- --------

../ Sequence 
____ begins with, continues with ____ and ends with ___ _ 

../ Compare/Contrast 
__ and __ are similar in that both~ but ___ while 

../ Cause/Effect 
-----~-- causes _______ _ 

../ Problem/Solution 
wanted but so ----- ---- ---- ------

lnstructions: 
l. Individual/y, use the format of definition to write your one-sentence summary of the text 

be/ow. Share your ideas! 

E-Commerce 

Electronic commerce, commonly written as E-Commerce, is the trading or facilitation of 
trading in products or services using computer networks, such as the Internet or online social 

networks. Electronic commerce draws on technologies such as mobile commerce, electronic 

funds transfer, supply chain management, Internet marketing, online transaction processing, 

electronic data interchange (EDI), inventory management systems, and automated data 

collection systems. Modern electronic commerce typically uses the World Wide Web for at least 

one part ofthe transaction's life cycle although it may also use othertechnologies such as e­

mail. E-commerce businesses may employ sorne or ali of the following : online shopping web 

sites for retail sales direct to consumers, providing or participating in online marketplaces, 

which process third-party business-to-consumer or consumer-to-consumer sales, buying and 
selling, gathering and using demographic data through web contacts and social media, business­

to-business electronic data interchange, marketing to prospective and established customers by 
e-mail or fax, onl ine financia! exchanges for currency exchanges or trading purposes. 

Taken from ht t c://stetsonassoc iates._com/ Files/ one-sentence.pdf and https.:l/en.wiki p.edia.org/wiki / E·commerce 

Definition is a kind of that 
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Topic: E- Commerce 

Unit 2: Handout #36 

Group#l 

A) In groups, read the articles below from Chapter 14 related to Electronic Commerce regulations 
taken from the USA- Singapore Free Trade Agreement (USSFTA). 
B) Write a sentence-summary restating the main idea in each article by using your own words. 
C) Exchange ideas with your classmates and complete the graphic organizer on the board. 

CHAPTER 14: ELECTRONIC COMMERCE 

ARTICLE 14.1: GENERAL 

The Parties recognize the economic growth and opportunity provided by electronic commerce and 
the importance of avoiding barriers to its use and development and the applicability of WTO rules 
to electronic commerce. 



ARTICLE 14.2: ELECTRONIC SUPPLY OF SERVICES 

For greater certainty, the Parties affirm that measures related to the supply of a service using 
electronic mea ns falls within the scope of the obligations contained in the relevant provisions of 
Chapters 8 (Cross-Border Trade in Services), 10 (Financia! Services), and 15 (lnvestment), subject to 
any exceptions applicable to such obligations and except where an obligation does not apply to 
any such measure pursuant to Articles 8.7 (Non-Conforming Measures), 10.9 (Non-Conforming 
Measures), or 15.12 (Non-Conforming Measures). 

1 

ARTICLE 14.3: DIGITAL PRODUCTS 

14-1 Paragraph 1 of this Article does not preclude a Party from imposing interna! taxes or other 
interna! charges provided that these are imposed in a manner consistent with this Agreement. 

4. (a) A Party shall not accord less favorable treatment to digital products created, 
produced, published, stored, transmitted, contracted for, commissioned, or first made available on 
commercial terms in the territory of the other Party than it accords to like digital products created, 
produced, published, stored, transmitted, contracted for, commissioned, or first made available on 
commercial terms, in the territory of a non-Party . 

... 

Glossary: 

•!• electronic commerce: the buying and selling of goods and services, or the transmitting of funds 
or data, over an electronic network, primarily the Internet. 

•!• digital products: they are any goods that are stored, delivered and used in its electronic format. 
Digital goods are shipped electronically to the consumer through e-mail or download from the 
Internet. 

•!• interna! taxes: these are taxes on goods that most people need or use, and tended to affect 
most free people in the nation. 

•!• externa! taxes: taxes more oriented toward tariffs and export/import taxes levied against goods 
being shipping in (and out) of the nation 

Adapted from: 
htt ps://us_t r.gCY11/sites/defaulttfilesfüp! oads/agreementslfta/ sin1Sapore/asset upload file708 4036_.pdf 
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Tapie: E- Commerce 

Unit 2: Handout #36 

Group #2 

A) In groups, read the articles below from Chapter 8 related to Cross-Border Trade in Services 
regulations taken from the USA- Singapore Free Trade Agreement (USSFTA). 
B) Write a sentence-summary restating the main idea in each article by using your own words. 
C) Exchange ideas with your classmates and complete the graphic organizer on the board. 

ARTICLE 8.8: DOMESTIC REGULATION 

Where a Party requires authorization for the supply of a service, the Party's competent authorities 

shall, within a reasonable period of time after the submission of an application considered complete 

under domestic laws and regulations, inform the applicant of the decision concerning the application. 

At the request of the applicant, the competent authorities of the Party shall provide, without undue 

delay, information concerning the status of the application. This obligation shall not apply to 

authorization requirements that are within the scope of Article 8.7.2. 

·1 

ARTICLE 8.10: TRANSFERS ANO PAYMENTS 

Each Party shall permit all transfers and payments relating to the cross-border supply of services to be 

made freely and without delay into and out of its territory.8-4.Such transfers and payments include: 

(a) payments for services; 

(b) funds taken abroad to consume a service; 

(e) interest, managementfees, licensing fees, and technical assistance and otherfees; 

(d) payments made under a contract 

... 



ARTICLE 8.11: DENIAL OF BENEFITS 

A Party may deny the benefits of this Chapter to a service supplier of the other Party if: 

... 

(a) the service is being supplied by an enterprise owned or controlled by nationals of a 
non-Party and the denying Party: 

(i) 
(ii) 

does not maintain diplomatic relations with the non-Party; or 

adopts or maintains measures with respect to the non-Party that prohibit 
transactions with the enterprise or that would be violated or circumvented if 
the benefits of this Chapter were accorded to the enterprise; or 

(b) the service is being supplied by an enterprise that has no substantial business 
activities in the territory of the other Party and it is owned or controlled by 
persons of a non-Party or the denying Party . 

Glossary: 

•:• diplomatic relations: customary diplomatic intercourse between nations. lt involves permanent 
contact and communication between sovereign countries. 

•:• undue delay: it mea ns that someone has to wait way too long for something. The adjective has 
come to mean "excessive, " from its original definition in the fourteenth century as lite rally "not 
owing" or "not payable ." 

•:• licensing fee: an amount of money paid by an individual or business to a government agency for 
the privilege of performing a certain service or engaging in a certain line of business. 

•:• denying party: The United States government defines a denied (or excluded) party as 
any party toan international transaction which has been placed on any official denied persons 

list, is blocked from import or export transactions, or has been sanctioned by a government for 
illegal acts such as involvement in terrorism, narcotics. 

Adapted from: 
httos:Uustr.ggvfs i~default{fil es/u p load s/agreernents/fta/sin gaporefass et upload file708 4036.p,_df 



lAIT 
\-l=llil!~.., 

University of Costa Rica 
Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Topic: E- Commerce 

Unit 2: Handout #36 

Group #3 

lnstructions: 

A) In groups, read the articles below from Chapter 10 related to Financia! Services regulations taken 
from the USA- Singapore Free Trade Agreement (USSFTA). 
B) Write a sentence-summary restating the main idea in each article by using your own words. 
C) Exchange ideas with your classmates and complete the graphic organizer on the board. 

1 

... 

ARTICLE 10.5: CROSS-BORDER TRADE IN FINANCIAL SERVICES 

Each Party shall permit persons located in its territory, and its nationals wherever located, to purchase 

financia! services from cross-border financia! service suppliers of the other Party located in the territory 

of the other Party. This obligation does not require a Party to permit such suppliers to do business or 

solicit in its territory. Each Party may define "doing business" and "solicitation" for purposes of this 

obligation, as long as such definitions are not inconsistent with paragraph 1. 

ARTICLE 10.10: EXCEPTIONS 

Nothing in this Chapter or Chapters 9 (Telecommunications), 14 (Electronic Commerce), or 15 

(lnvestment), including specifically Article 9.15 (Relationship to Other Chapters), and in addition Article 

8.2.2 (Scope and Coverage) with respect to the supply of financia! services in the territory of a Party by 

an investor of the other Party ora covered investment, applies to non- discriminatory measures of 

general application taken by any public entity in pursuit of monetary and related credit policies or 

exchange rate policies. This paragraph shall not affect a Party's obligations under Article 8.10 (Transfers 

and Payments), Article15.7 (Transfers), or Article 15.8 (Performance Requirements). 
.r.. 

1 

.. 



ARTICLE 10.13: PAYMENT ANO CLEARING SYSTEMS 

Under terms and conditions that accord national treatment, each Party shall grant to financia! 

institutions of the other Party established in its territory access to payment and clearing systems 

operated by public entities, and to official funding and refinancing facilities available in the normal 

course of ordinary business. 

~i-----
Glossary: 

•!• public entities: organizations that exercise a public function and are established outside 
the public service. 

•!• clearing systems: a system established to settle payments among banks or, in relation to the 
markets, to facilitate transactions such as the transfer of ownership of securities 

•!• refinancing facilities: refinancing may refer to the replacement of an existing debt obligation 
with another debt obligation under different terms 

•!• financia! institutions: is an establishment that conducts financia! transactions such as 
investments, loans and deposits 

Adapted from: 
htt ps:ljustr ,gov/sites/ default/fi les/up!oads/agreementslftVsingaoor@/asset ucload file 708 4036.pdf 
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Topic: E- Commerce 

Unit 2: Handout #36 

Group #4 

A) In groups, read the articles below from Chapter 15 related to lnvestment regulations taken from 

the USA- Singapore Free Trade Agreement (USSFTA). 
B) Write a sentence-summary restating the main idea in each article by using your own words. 
C) Exchange ideas with your classmates and complete the graphic organizer on the board. 

ARTICLE 15.7: TRANSFERS 

Ea ch Party shall permit all transfers relating to a covered investment to be made freely and without 

delay into and out of its territory. Su ch transfers include: 

.. 

(a) contributions to capital; 

(b) profits, dividends, capital gains, and proceeds from the sale of ali or any part of the 

covered investment or from the partial or complete liquidation of the covered 
investment; 

(e) interest, management fees, and technical assistance and other fees; 

(d) payments made under a contract entered into by the investor, or the covered 
investment, including payments made pursuant to a loanagreement; 

(e) payments made pursuant to Article 15.6 and Article 15.5.4; and 

(f) payments arising under Section C. 



ARTICLE 15.8: PERFORMANCE REQUIREMENTS 

Neither Party may impose or enforce any of the following requirements, or enforce any commitment 
or undertaking, in connection with the establishment, acquisition, expansion, management, conduct, 
operation, or sale or other disposition of an investment of an investor of a Party or of a non-Party in its 
territory: 

(a) to exporta given leve! or percentage of goods orservices; 

(b) to achieve a given leve! or percentage of domesticcontent; 

(e) to purchase, use, or accord a preference to goods produced in its territory, orto 
purchase goods from persons in itsterritory; 

(d) to relate in any way the vol u me or value of imports to the vol u me or value of 
exports orto the amount of foreign exchange inflows associated with such 
investment; 

(e) to restrict sales of goods or services in its territory that such investment produces or 
supplies by relating such sales in any way to the volume or value of its exports or 
foreign exchange earnings; 

(f) to transfer a particular technology, production process, or other proprietary 
knowledge to a person in its territory;or 

to supply exclusively from the territory of the Party the goods that it produces or the services that it 

supplies to a specific regional market orto the world market 

.. 
Glossary: 

•!• capital gain: a profit from the sale of property or of an investment 
•!• domestic content: when a foreign company makes products in a country, the materials, parts 

that have been made in that country rather than imported. A minimum leve! of local content is 
sometimes a requirement under trade laws when giving foreign companies the right to 
manufacture in a particular place. 

•!• exchange earnings: proceeds from the export of goods and services of a country, and the returns 
from its foreign investments, denominated in convertible currencies. 

•!• exchange inflow: the exchange of one currency for another, or the conversion of one currency 
into another currency. 

Adapted from: 
https:ilust r .gov/s it~_s/d_eia_uJt/fil_es/uplo_a d s/acree mentslfta / sin ga.pA(e/asset upl oad file 708 4036.pdf 
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Online English 

Unít 2: Handout #37 

Situation: You are a customs agent andan English teacher has hired you asan advisor for her/his online 

business. 
She/ he started teaching the language in the country and overseas. She/he usually teaches students from 

other fields of expertise, and now she/he needs to plan a lesson for a Customs Administration and 

lnternational Trade student. She/he will meet with you for consultation next week, but today she/he needs 
immediate guidance to understand the chapter of e-commerce and co-related articles. You do not have 
much time to help her/him. However, you send an e-mail showing her/him about the most important key 

points she/he needs to study to plan her lesson. 

lnstructions: 

A) In groups, write an e-mail to help the teacher understand sorne important regulations about the 

tapie of e-commerce in arder to plan her next lesson. 
B) Send the final version of the mail to your instructor and to one of your classmates' e-mail account. 

Your classmate should be someone from another group. 

Informal Salutations: 
• Hi Dennis, 
• Helio Claire 
Informal Opening Sentences: 
• 1 hope you are fine. 
• 1 trust you are fine. 
Expressions for showing them you want to help 

• lf 1 can be of assistance, please do not hesitate to 
contact me. 

• lf you require any further information, feel free to 
contact me. 

• lf you require any further information, let me know. 
• Please feel free to contact me if you need any further 

information. 
• Please let me know if you have any questions. 
• 1 hope the above is useful to you. 
• Should you need any further information, please do 

not hesitate to contact me. 
• Please contact me if there are any problems. 

Informal Closing Sentences: 
• Hope to hear from you soon. 
• l'm looking forward to seeing you. 
• Best regards, 
Taken from: http://www.myenglishteacher.eu/blog/formal-and-

informal-email-phrases/ 

Useful Language: 

• What should be included in this mail? 
1 believe the information in article ... is 
relevant. 

• What is fundamental knowledge far this 
customer? 
She/ he should know that ... 

• What else needs to be explained? 
She/ he must know that ... 

• What regulations are must be the 
customer be informed about? 



University of Costa Rica 
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The Semi-colon 

• 
' 

Unit 2: Handout #38 

The semi-colon represents a break within a sentence that is stronger than a comma, but less final than a 

full stop. lt enables the writer to avoid the overuse of the comma and preserves the finality of the full 

stop. Semi-colons are used to separate items in a list and to link closely-related sentences. 

A) To link sentences which are closely related 

Example: 1 read chapter 14 about e-commerce; it was very helpful. 

B) For using transitions such as otherwise, however, therefore ... 

Example: The studied agreements are very complex; therefore, 1 need toread them carefully. 

Adapted from University of Leicester: 

http :/lwww2.le.ac.uk/ offices/ ld / resources/ writinglgrammar/grammar-guides/ $emicolon 

1 nstructions: 

In pairs, write one sentence per rule by using any information learned in class. Consult your portfolio as a 

reference. 

Sentence #1 

• 
' 

Sentence #2 

• 
' ' 



Discussion: 

University of Costa Rica 
Master's Program in TEFL 
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1. What is e-commerce? 
2. Why do you think e-commerce is important 
nowadays? 
3. What customers would be more interested in e­
commerce around the world? 
4. In your field of expertise, why do you think you 
need to know about e-commerce? 
S. Why do you consider this topic relevant in the 
context of USA- Singapore commercial relationship? 

Discussion: 
1. What is e-commerce? 
2. Why do you think e-commerce is important 
nowadays? 
3. What customers would be more interested in e­
commerce around the world? 
4. In your field of expertise, why do you think you 
need to know about e-commerce? 
S. Why do you consider this topíc relevant in the 
context of USA- Singapore commercial relationship? 

Discussion: 
1. What is e-commerce? 
2. Why do you think e-commerce is important 
nowadays? 
3. What customers would be more interested in e­
commerce around the world? 
4. In your field of expertise, why do you think you 
need to know about e-commerce? 
S. Why do you consider this topic relevant in the 
context of USA- Singapore commercial relationship? 

Unit 2: Material #15 

Useful Language 

• 1 remember that ... 

• 1 can recall that ... 

• 1 believe that ... 

• As far as 1 know ... 

• 1 consider that ... 

Useful Language 

• 1 remember that ... 

• 1 can recall that ... 

• 1 believe that ... 

• As far as 1 know ... 

• 1 consider that ... 

Useful Language 

• 1 remember that ... 

• 1 can recall that ... 

• 1 believe that ... 

• As far as 1 know ... 

• 1 consider that ... 
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• Electronic Commerce 

• ARTICLE 14.1: GENERAL 

• ARTICLE 14.2: ELECTRONIC SUPPLY OF SERVICES 

• ARTICLE 14.3: DIGITAL PRODUCTS 

• Cross-Border Trade in Services 

• ARTICLE 8.8: DOMESTIC REGULATION 

• ARTICLE 8.10: TRANSFERS ANO PAYMENTS 

• ARTICLE 8.11: DENIAL OF BENEFITS 

• Financia! Services 

Unit 2: Material #16 

• ARTICLE 10.5: CROSS-BORDER TRADE IN FINANCIAL SERVICES 

• ARTICLE 10.10: EXCEPTIONS 

• ARTICLE 10.13: PAYMENT ANO CLEARING SYSTEMS 

• lnvestment 

• ARTICLE 15.7: TRANSFERS 

• ARTICLE 15.8: 

• PERFORMANCE REQUIREMENTS 
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Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Unit 2: Writing e-mails 

Lesson Plan # 9 
Date: September 281h, 2016 

Unit Goal: By the end of the unit, the students will be a ble to successfully write e-mails based on Free Trade Agreements (FTA) to customers or 
colleagues from countries where English is lingua franca by using appropriate structures, vocabulary, register and standard writing conventions. 

General objectlve: By the end of the unit, the students will be able to: 

appropriately explain customs regulations or procedures to advise customers when exporting and importing merchandise. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. appropriately recognize technical vocabulary present in articles by guessing definitions of keywords. 

2. appropriately use phrases to explain customs regulations by completing them. 

3. successfully explain customs regulations to a customer by describing articles and giving advice via e-mail. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures MS Language focus Strategies Time 

1 Routines: Greetings, write the date, and call the roll R 10 

• T checks homework over. Ss read the sentences they wrote orally. w Vocabulary min 

• T gives feedback of last lesson. L -Procedures, regulations, e-commerce, taxes, 

• T reads the objective on the whiteboard. s transshipment, package, undergone, consignment. (5:00-

Warm up 1: Back to back! UL 5:10) 

• T explains the activity to Ss and models it with the Ast. Is that..? Do you mean .. ? Are they .. ? 

• In pairs, Ss sit back to back and T writes a set of words related to Well, not exactly, but it is related to .. 

1 

technical vocabulary on the board. Example: 10 

• Ss facing the board write the definitions of the words without What was your definition for merchandise? min 

speaking or writing the key word while the other Ss not facing the - Merchandise is the commodjties or soods tha t are boyg,ht (5:10-
board guess the word. T and Ast walk around to check students' and s_old in business. 

performance and to confirm Ss do not use key words. What about yours? 
5:20) 

• Sorne volunteers share the definitions they wrote with the class . -Well, rnerchandise can be defined as commercial l!oods 

Materia Is: bou ght and sold in wholesale and retail. 

• Handout 1138: homework 

• Material 1116: Example and list of words 

Abbreviations: T- tcacher, Ast -assistant, St= student, Ss=studcnts, L''listening, S=speaking, R- rcading, W~writing, UL= uscful languagc 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

1 

Pre-task 1: Digglng lnto artlcles! R Vocabulary 20 rnin 

w Pbrase_s to exulain C_lJ_Stom_s re g:ulation_s: 
2 • In pairs, Ss complete given phrases to explain customs regulations with L -According to Article 38, section !!, on/related to 

information from articles already studied in class as a practice for the s Rules of Origin, ~rtec; must fill out the (5:20-exam. certificate of oriRin correctl'I/. ., Ss make decisions with their peers regarding how to complete the -Article 1ª,_ indicates under subparagraph 1 (b) 
5:40) 

phrases. Ss use their own words to complete the phrases. that the authorized bod:i¡: shall reguest to the 
ti Once Ss have completed the phrases, they share them with the class. exB.orter the original bill of lading, 

Ss use the UL to interact. UL 

• T walks around to check correct completion of phrases. What did you write in the first/second/third/last 
Materia Is: phrase? 

Handout #39: incomplete phrases to explain regulations 
- 1 wrote .... 
Do you think it was clear? 
-Yes, it was very clear. 
- Well, it was clear; however, you need to use 

your own words to complete these phrases. 

3 Exam 2: R Vocabulary 60 

• Based on Articles IV.11, IV.12, and IV. 6 from Canada-Costa Rica FTA w Dear Ms. Carmody, 1 hope you are doing well. min 

andan e-mail from an English speaking customer consulting about With regard to/With reference to your question (5:40-

transshipment and origin of goods, Ss write an e-mail reply. Ss explain concerning transshipment, Article IV.11, explains 6:40) 

to the customer the specific customs regulations for importing that goods shall not be considered to be 

merchandise in that situation. Ss are required to give advice by using originating goods if they enter into trade or 

their own words. They also have to use transitions to link information consumption in the territory of a non-Party. 

as well as punctuation, modal auxiliaries, and e-mail parts 
However, Article IV. 6 says that sets of goods can 
be considered originating if.. .. Could you please 

appropriately. 
call me .. ?, Thank you .. , Regards, etc. 

Materials: 

• lnstructions, e-mail, articles IV.11 and IV.12 from Canada-Costa Rica FTA, 
template to write the reply. 

Abbreviations: T-teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful languagc 
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lnstructions: 
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Digging into articles! 

Unit 2: Handout 39 

• Based on articles already studied in class, complete the following 

phrases to explain customs regulations. 

• Remember to write the ideas using your own words. Do not copy ideas 

literally. 

• Use the useful language to check the exercise over. 

1. According to Article ___ _, section __ _. onlrelated 
to _________ --7 

2. Based on ______ ~----- of Article __ , 

3. Article-' indicates under subparagraph __ (__) that 

4. With reference to your question regarding ~--~-----------' 
Artic/e _,. exp/ains that ____________________ _ 

Useful Language 
What d id you write in the first/second/third/ last phrase? 

- 1 wrote .... 
Do you think it was clear? 

-Yes, it was very clear. 

-No, it wasn't clear to me. 

- Well, it was clear; however, you need to use your own words to 
complete these phrases. 



University of Costa Rica 
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Back to back! 

Key word example to model (teacher and assistant): 

Sample word: Tasks 

A: They are duties workers perform every day at work. 

B: Is that res ponsibilities? 

Unit 2: Material 16 

A: Mmm if s related to that. They are pieces of work to be done or under_taken. 

B: Do vcu mean tasks? 

A: Yes!! 

List of words 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
µ>!.~~~~~E~§·-·-·-·-·-·-·-·-·-·-·--+~~~~l&~-~~~!._. ______________ ~ 
i e-commerce ¡ merchandise ¡ . . . 
t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-t-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! taxes ! regulations ! 
1 1 1 1·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·1 
! package ! nomenclature ! 
1 1 1 
-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·~·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-
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Total Points: 50 points 
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TEST ADMINISTRATORS 

Vivian Arguedas Molina & Y aj aira Ocampo Monestel 

GENERAL INSTRUCTIONS 

1. Write down your personal information. 

2. Read ali the instructions carefully. 

3. Check your exam consists of 6 pages. 

4. You have 60 minutes to complete the test. 

5. Use black or blue ink to complete the test. 

6. The use of dictionaries or electronic devices is forbidden during the 

administration of the test. 



Free Trade Agreements (FfA) and E-mail Writing (50 pts) 

lnstructions: 

l. Based on Articles IV.11, IV.12, and IV.6 from Canada-Costa Rica FTA and the e-mail 

below from an English speaking customer consulting about transshipment and origin 

of goods, write an e-mail reply. 

2. Explain the specific customs regulations far importing merchandise in this situation to 

the customer. 

3. Remember to write the ideas using your own words. Do not copy ideas literally. 

4. Use transitions to link information as well as punctuation, modal auxiliaries, ande­

mail parts appropriately. 

E-mail 

Consult conceming transshipment and origin of goods 

Lynne Carmody (lcarmodx03@qmqil coml' 

Dear Mr. Lazo, 

I hope you are doing well. 

f'm writing with the purpose of acquiring information about a customs issue. 

f'm a novice Canadian businesswoman with my company in Mal País, Costa Rica. 

Actual/y, I hove an enterprise to import Stand Up Paddle (SUP} longboards and sets of leashes 

from Canada. This is my third time importing these goods from Canada and for the next time 

f'm interested in taking the transshipment possibility since it is cheaper. However, I hove 

heard that I might hove problems related to origin of goods beca use of transshipment, and I 

don't want to lose my preferential tariff treatment. Can transshipment affect the origin of 

goods? Are there other reasons to consider goods as non-originating? Could you please 

explain that to me vía e-mail? f'm a/raid I won 't hove time to meet this month. 

I would a/so appreciate if you /et me know your availability for a meeting on 

November 17h. Thank you very much. 

Best regards, 

Lynne Carmody 
SUP Costa Rica 



- . 
Ct Se. 



Article IV.11 Transshipment 

Goods shall not be considered to be originating goods by reason of having 

undergone production that satisfies the requirements of Article IV.1 if 

subsequent to that production, goods : 

l. undergo further production or any other operation outside the territories 

of the Parties, other than unloading, reloading or any other operation 

necessary to preserve the goods in good condition orto transport them to 

the territory of a Party; 

2. do not remain under customs control while outside the territories of the 

Parties; or 

3. enter into trade or consumption in the territory of a non-Party. 

Article IV.12 Non-Qualifying Operations 

Except for sets of Article IV.6 or of Annex IV.l (Specific Rules of Origin) or 

exceptas specified in a product-specific rule of origin of Annex IV.1 (Specific 

Rules of Origin) applicable to goods, goods shall not be considered to be 
originating goods merely by reason of: 

l. disassembly of goods into their parts; 

2. a change in the end use of goods; 

3. the mere separation of one or more individual materials or components 

from an artificial mixture; 

4. mere dilution with water or another substance that does not materially 

alter the characteristics of goods; 

5. removal of dust or damaged parts from, oiling, or applying anti-rust paint 

or protective coatings to goods; 

6. testing or calibration, division of loose shipments, grouping into 
packages, or attaching identifying labels, markings or signs to goods or their 

packaging; or 

7. packaging or repackaging of goods. 



Article IV .6 Sets or Assortments of Goods 

Exceptas provided in Annex IV.l (Specific Rules of Origin), a set or 

assortment as defined in Rule 3 of the General Rules for the lnterpretation of 

the Harmonized System, shall be considered as originating, provided that: 

l. ali the component products, including packaging materials and containers, 
are originating; or 

2. where the set or assortment contains non-originating component 

products, including packaging materials and containers: 

a. at least one of the component products, or ali the packaging materia Is 
and containers for the set, is originating; and 

b. the regional val u e content of the set or assortment is not less than 50 
per cent under the transaction value method. 

3. For purposes of subparagraph l(b), the value of packaging materials and 

containers for the set shall be taken into account as originating or non­

originating materials, as the case may be, in calculating the regional value 
content of the set. 

Adapted from: http://www.international.gc.ca/ trade-agreements-accords­
co mm ercia ux /agr-acc/costa rica /4.a s ¡:¡x? la nE,en 
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Unlt 3: Communlcating with stakeholders to carry out customs and trade processes 

Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Lesson Plan # 1 
Date: October 3rd , 2016 

Unlt Goal: By the end of the unit, the students will be able to effectively exchange lnformation about customs and trade negotiation with customers, 
colleagues, and suppliers via telephone, video chat, or fa ce to face by using appropriate structures, vocabulary, register and communicative skills. 

General objectlve: By the end of the unit the students will be able to appropriately explain customs regulations or procedures to advise customers when 
importing and exporting merchandise. 

Specific objectlves: By the end of the lesson, the students will be a ble to: 

l. appropriately identify basic steps to export and import merchandise by forming collocations. 
2. correctly use phrases for expressing obligatory procedures and advising customers by completing them. 
3. successfully exchange information related to steps to export and import merchandise by asking and answering questions. 
4. properly explain the steps to export and import merchandise to classmates by presenting them to the class in oral form. 
5. successfully explain basic steps to export and import merchandise by advising a customer on a specific situation. 
6. appropriately identify -s inflectional endings by classifying regular plural nouns in /z/ /s/ and /lz/ sounds. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

1 Routines: Greeti ngs, write the date, and call the roll R Vocabulary Activating 10 
w -Collocations: Create an anonymous society, have a capital, prior min 

• T reads the objective on the whiteboard_ L make a bank transfer, pay taxes, buy merchandise, cal/ your 

Warm up: The ideal match! s lawyer, look for a supplier, follow procedures, obtain a 
knowledg 
e (already 

• T posts a word on the back of each St. Ss look for a possible peer and company ID number, get an export license. 
taught) (5:00-

they ask a third person if the words both have collocate. Ss use the UL 5:10) 

UL to communicate. 

• Ss share their matches with the class by using the UL and they post Do you think our words match? 

the collocations on the board for the next activity. -Yes, they perfectly match! 
- lt could be, but l'm not sure. Ask another person. 

Materials: -No, they don't match at ali! 

• Material 1#1 : collocations 
Our match is .. 

Pre-task 1: Completing ideas! R Vocabulary 10 
s - Capital, export license, follow procedures. min 

2 •In groups of 3 people, Ss complete given phrases with their own ideas L Grammar 
and the collocations a lready studied based on a situation. w -Phrases for requirements or obligatory procedures: You (5 :10-

• T models the phrases with possible ideas. must have a capital of $40.000 .. ., you have to create an 5:20) 
•Sorne volunteers share the ideas they wrote with the class. anonymous society .... , etc. 

1 

• Grouping: people wearing the same colors get in groups. -Phrases for advising: you shou/d buy a truck .. , you ought 
to call your lawyer befare .. ., etc . 

Materials: 
UL 

l'm wearing something green! 

• Handout 1#1: Phrases for requirements and obligatory procedures, Who's wearing something green? 

and advising Let's work together. 

What do you recommend to Mr. Eva ns? 
-He should/ought to have a higher capital. 
-He has to/must create an anonymous society first. 

Ahhrcviations: T tcacher, Ast assistant, St - studcnt, Ss~ studcnts, L=listcning, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures MS language focus Strategies Time 

Pre-task 2: Wonderingl R Vocabulary 10 
l -Requirements to do trade transactions: Capital, min 

3 • Arranged in two lines (A and B). Ss ask each other questions for consulting about s procedures, bank transfer, etc. 
the steps for importing and exporting merchandise. Ss take turns to interact with UL 
different classmates in order to ask and answer the questions. They practice the -Questions for consulting: 
UL. T assigns which line is in charge of asking or answering. What are the steps for importing/exporting 

(5:20-

Materials: merchandise? First, you have to .. , etc. 
5:30) 

• UL How can 1 get my export license/company ID 

1 

number? You have to .. 
How much do 1 usually have to pay in taxes? You 
usually .. 

Where can 1 find a good supplier/cheap 
merchandise/a re/iab/e forwarding agent in 
Costa Rica? 
You should/ought to .. 
What procedures should 1 follow for .. . ? You 
must...you need to .. 
-Sequencers to explain customers the steps for 
importing and exporting: First, you have to. 
Second, ... Third, ... After that, ... Finally, ... 

Abbrcviations: T teacher, Ast=assistant, St= student, Ss=studcnts, L=listening, S=spcaking, R= rcading, W=writing, UL~ uscful language 



Obj. Procedures MS Language focus Strategies Time 

Pre-task 3: Get informed! R Vocabulary 20 
s - Decide the country and search for suppiiers, min 

4 • T asks the Ss to skim the three-page document with basic steps for importing and L search the taxes and find a reliable freight Skimming 
exporting during 3 minutes. They underline the most important ideas. w forwarder, arrange packing, labeling, (already (5:30-

• In pairs, Ss are assigned a piece of text (a step for importing or exporting). They documentation, and insurance before taught) 5:50) 
read it and tell the class what they read using their own words. (A glossary is exporting/importing) 
provided, especialiy for weaker students) UL 

• GroumNZ.: Ss work with the classmate who has the same number. -An important step to import/export is .. 

1 

• T makes emphasis on pronunciation of regular plural nouns. -lmporters/exporters hove to/must/should .. 
lt is important to .. , lmporters/exporters need 

Materials: to .. ., Before exporting/importing, people have 

• Handout#2: Steps for importing and exporting to ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=iistening, S=speaking, R= reading, W=writing, UL= useful ianguage 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

5 Main task: My first telephone call with an English-speaklng customerl R Vocabulary Asking for 10 
• Task phase: Based on a situation about an English-speaking customer L Kitesurfing equipment, kiteboards, export license, clarification min 

living in Costa Rica and consulting for the basic steps to import and s etc. (already (5:50-

1 

export merchandise, Ss take turns asking and answering questions in UL taught) 6:00) 
pairs. Good morning/afternoon. My name is .. 

• Ss make decisions regarding what to say and practice the conversation rm from .. 1 call because 1 have a capital of.. and 1 15 min 

by using the UL. want to import... 1 also want to export.. (6:00-

1 • Planning phase: T and Ss arrange the chairs in four lines on each side of 6:15) 

the classroom. Ss do not face each other. T asks Ss to carry out the 1 need advice about.. 

conversation formally and as natural as possible. They use their cell What are the steps for importing/exporting 15 min 

phones. They take turns to be the customs agents and customers and merchandise? (6:15-

take notes of important details. How can 1 get my export license/company ID 6:30) 

• T indicates the corresponding turns. T takes notes of errors. number? 

• Reporting phase: Sorne pairs share their conversations with the class. 
How much do 1 usually have to pay in taxes? 

Other pairs give feedback to the Ss by using a peer revision form . Ss use 
the UL to give feedback. 

Where can 1 find a good forwarding agent in Costa 
Rica? 

• T provides feedback and correct errors. 
What procedures should 1 follow for ... ? 

Materials: 

• Handout #3: Situation and instructions -First, you have to .. . , Second, ... , Third, ... , After 
• Peer assessment form #1 that.., Finally, ... 

-You have to ... 
-You usually have to ... 
-You should/ought to .. . 
- You must ... 
lt is important to .. , You need to ... , Befare 
exporting/importing, you have to ... 

Comments in the 1!!eer assessment form: 
---- uses vocabulary correctly. However, she/he 
has difficulties with .... 
- 1 suggest that she/he practices ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



1 

Obj. Procedures Macro Language focus Strategies Time 
Skills 

6 Post-task: The -s Endlng for Regular Plural Nouns {homework) R Vocabulary lOmin 
• T explains the -s ending for regular plural nouns. w Terms: voiced, voiceless, sibilant, nonsibilant. (6:30-

• Homework: lndividually, Ss underline the last sound before the plural in L Words: taxes, requirements, regulations, etc. 6:40) 

the list provided. After that, they classify the words in a given table. Ss s 
identify if the final sounds are sibilant, nonsibilant, voiced or voiceless. 

• Ss compare their answers and pronounce the words in pairs. 
• Finally, Ss share their answers with the class. 

Materia Is: 
Handout #4: The -s ending for regular plural nouns 

Abbreviations: T=tcacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Situation: 

University of Costa Rica 
Master's Program in TEF 
V. Arguedas & Y. Ocampo 

Completing Ideas! 

Unit 3: Handout 1 

Mr. Eva ns has a capital of $40. 000 and he wants to import sports 

implements for sel/ing them in schools. He will start from scratch. Help Mr. 

Evans with the procedures to begin that interesting business! 

I nstructions: 

A. In groups of three people, complete the phrases below with your own 

ideas. You can use the vocabulary from the board. 

B. After that, share your ideas with your classmates. Practice the useful 

language to interact. 

l. Phrases for requirements or obligatory procedures 

You must.... 

You have to ... 

2. Phrases for advising 

You should ... 

You ought to ... 

Useful Language 
What do you recommend to Mr. Evans? 

-He should/ought to have a higher capital. 

-He has to/must create an anonymous society first. 



L.AIT 

1 nstructions: 

University of Costo Rico 
Moster's Progrom in TEFL 

V. Arguedos & Y. Ocampo 
Unit 3: Handout 2 

lndividually, skim the steps for importing and exporting merchandise. 

Remember to underline only the main ideas. Time: 3 minutes. 

Steps for importing/exporting merchandise 

l. Decide the country and search far suppliers 

Different countries have different export/import regulations. While the material itself might 

be cheap to buy from a certain country, there might be other factors which might add up to 

the cost. Requirements for importing specific commodities depend on a wide variety of 

criteria. Sorne information, such as whether an item is subject to quota 1 restrictions, eligible 

for reduced rates of duty, or restricted from entry beca use they originate in an embargoed 2 

country, can be determined only if you know the item's Harmonized Tariff Schedule 

classification number. 

lf you are a new importer, there are government agencies that are ready to answer your 

questions. The international customs administrations are there to help you . Use online 

sources, consult trade and professional associations, and join domestic and international 

trade shows. Once you have made the contact with an overseas supplier, it is always a good 

idea to go meet the supplier in their country. 

2. Search taxes and find a reliable freight forwarder 

lmport duty3 can be calculated in a variety of ways, but most import duties are figured as a 

percentage of the declared value of the commodity. lmport duty differs from product to 

product and is dependent on the commodity being imported, its declared value, its country 

of origin, and other factors like anti-dumping legislation and quota controls. lmport duty 

values can be as low as zero oras high as 100% (or more) of the product' s declared value. 

lmport duties are collected to generate revenue and to protect local markets . 

You already have too much to worry about. Do not add shipping procedure and 

documentation to the list. Always work with a reliable freight forwarder that will provide you 

with daily updates from the moment you place the order with your shipper. This will give 

you time to concentrate more on your business . 

3. Packing 

Exporters should be aware of the demands that international shipping puts on packaged goods. The 

most common potential problems are: breakage, moisture4
, pilferages and excess weight. Buyers are 

often familiar with the port systems overseas, so they will often specify packaging requirements. lf 
the buyer does not specify this, be sure the goods are prepared using these guidelines: 

• Pack in strong containers, adequately sealed and filled when possible . 

• Make sure the weight is evenly distributed. 



• Goods should be palletized and when possible containerized. 

• Packages and packing filler should be made of moisture-resistant material. 

• To avoid pilferage, avoid writing contents or brand names on packages. Observe any 

product-specific hazardous materials packing requirements. 

• One popular method of shipment is to use containers obtained from carriers or 

prívate leasing companies. 

4. Labeling6 

Specific marking and labeling is used on export shipping cartons and containers to meet 
shipping regulations, ensure proper handling7, hide the identity of the contents, help 

receivers identify shipments, and ensure compliance with environmental and safety 
standards. 

Products can require many markings for shipment. Keep in mind the most important 

markings that exporters need to put on cartons to be shipped: 

• Shipper's mark; 
• Country of origin; 
• Weight marking (in pounds and in kilograms); 
• Number of packages and size of cases (in inches and centimeters); 
• Handling marks (international pictorial symbols); 
• Cautionary markings, such as "This Side Up", " Use No Hooks" ,"Fragile", or "Do not 

Drop8
" , etc. (in English and in the language of the country of destination); 

• Port of entry; 
• La beis for hazardous materials and; 
• lngredients (if applicable, also included in the language of the destination country). 

Packages should be clearly marked to prevent misunderstandings and delays in shipping. 

Customs regulations regarding freight labeling are strictly enforced. For example, many 
countries require that the country of origin be clearly labeled on each imported package. 

S. Documentation 
Exporters should seriously consider having the freight forwarder handle the huge amount of 

documentation that exporting requires. The following documents are commonly used in 

exporting. Be sure to have them. 

• Air freight shipments are handled by air waybills, which can never be made in 

negotiable form. 
• A bill of lading is a contract between the owner of the goods and the carrier (as with 

domestic shipments). 

• A commercial invoice is a bill for the goods from the seller to the buyer. These 

invoices are often used by governments to determine the true value of goods when 

assessing customs duties. 
• A certificate of origin is a document that is required in certain nations. lt is a signed 

statement as to the origin of the export ítem. 
• An export license is a government document that authorizes the export of specific 

goods in specific quantities to a particular destination. This document may be 
required for most or ali exports to sorne countries or for other countries only under 
special circumstances. You should go to your customs administration office and 

request it. 



6. Shipping 

Exporters may find it useful to consult with a freight farwarder when determining the 

method of international shipping. Since carriers are often used far large and bulky 
shipments, the exporter should reserve space on the carrier well befare actual shipment 
date. This reservation is called the booking contract . 

The cost of the shipment, the delivery schedule, and the accessibility to the shipped product 
by the fareign buyer are all factors to consider when determining the method of 
international shipping. Although air carriers can be more expensive, they have sorne 
advantages; far example, using a local airport instead of a coastal seaport and quicker 
delivery times. These factors may give the exporters advantages over other competitors . 

7. lnsurance 
Damaging weather conditions, rough handling by carriers, and other common hazards to cargo make 
insurance an important protection for exporters. lf the terms of sale make the exporter responsible 

for insurance, the exporter should either obtain its own policv9 or insure the cargo under a freight 

forwarder 's policy for a fee10
. lf the terms of sale make the foreign buyer responsible, the exporter 

should not assume (or even take the buyer's word) that adequate insurance has been obtained. lf the 

buyer neglects to obtain adequate coverage, damage to the cargo may cause a majorfinancial loss 11 

to the exporter. 
Export shipments are usually insured against loss, damage, and delay in transit by cargo 
insurance. Carrier liability12 is frequently limited by international agreements. Additionally, 
the coverage is substantially different from domestic coverage. Arrangements far insurance 
may be made by either the buyer or the seller, in accordance with the terms of sale. 

Glossary 
1. quota : a limitation on imports 
2. embargo : a government order prohibiting the movement of merchant ships into or out of 

its ports . 

3. duty: a tax charged by a government, especially on imports 
4. moisture: wetness caused by water 
5. pilferage: the crime of taking someone else's property without consent. 

6. labeling: a slip of paper to indicate its manufacturer, nature, ownership, destination, etc. 
7. handling: the process by which something is packaged, transported, del ivered. 
8. drop: to fall from a higher to a lower place or position. 
9. policy: a written contract or certificate of insurance. 

10. fee : a fi xed sum charged, as by an institution or by law, far a privilege. 
11. loss: the act of losing possession of something. 
12. liability: the state of being legally obliged and responsible. 

Adapted from: 
https: //www.unzco.com/ basicguide / clO. htm 1 

http://www. morethanshipgin_g.comJ how-to-i mport / 

Useful Language 
-An important step to import/export is .. 
-lmporters/exporters hove to/must/should .. 
lt is important to .. , lmporters/exporters need to ... , Befare exporting/importing, people have to ... 



University of Costo Rico 

Moster's Progrom in TEFL 
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Unit 3: Handout 3 

My First Telephone Call with an English-Speaking Customer! 

Situation : In pairs, imagine you are a customs agent {Role A) and that you receive a 

telephone cal! from a novice English speaking customer {Role B) living in Costa Rica 

and consulting about the basic steps to import and export merchandise . Take turns 

asking and answering questions in both roles . Use the useful language. 

Role A: Customs Agent 
You work as a customs agent in your own office. Explain the basic steps to export and import 
merchandise to your customer. 

Role B: English-Speaking Customer 
You are from Germany, but now you live in Costa Rica. You have a 
capital of $150, 000 and you want to become a 
businessman/businesswoman and import kitesurfing equipment from 
Germany since your country is the best one producing this type of 
equipment. Moreover, you design your own models of kiteboards and 
you want to export them to other countries. You only speak German 
and English. Call the customs agent and ask him/her what the basic 
steps for importing and exporting merchandise are. 

Useful Language 
Role A: 

Good morning/afternoon. This is ... 
Helio Mr./Ms ... How can 1 help you? Where are 

you calling from? 
-First, you have to ... , Second, ... , Third, ... , After 
that .. , Finally, ... 
-You have to ... 
-You usually have to ... 
-You should/ought to ... 

- You must ... 
-lt is important to .. , You need to ... , Before 
exporting/importing, you have to .. . 

Role B: 

Good morning/afternoon. My name is .. Could 1 

speak to ... ? 
1· m from .. 1 call beca use 1 have a capital of.. and 
1 want to import ... 1 also want to export .. 
1 need advice about.. 
What are the steps for importing/exporting 
merchandise? 
How can 1 get my export license/company ID 

number? 
How much do 1 usually have to pay in taxes? 
Where can 1 find a good forwarding agent in 
Costa Rica? 
What procedures should 1 follow for. .. ? 

Askins for clarification: 
The line is very bad. Could you speak up please? 
Can you repeat it, pi ea se? 
Can you say it again, pi ea se? 
What did you say? 
What do you mean by that? 



lAIT University of Costa Rica 
Master's Program in TEFL 
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1. 
bags 

to ns 
cars 

Unit 3: Handout 4 

The -s Ending 

For Regular Plural Nouns 

Regular plural nouns can be classified based on their final sounds. The final 

sounds of nouns could be voiced* sounds (the ones that cause vibration in the vocal 

cords) e.g /g/ or /n/ or voiceless sounds (the enes that do not cause vibration in the 

vocal cords) e.g. /t/ or /p/. 

*All the English vowels are voiced. 

voiced voiceless 

Also, the final sounds of the nouns could be sibi/ant (sounded with a hissing 

effect) e.g /s/ or /z/ or nonsibi/ant (without a hissing effect) e.g /g/ or /t/. 

Rules: 

l. When the noun ends in a voiced nonsibilant sound as in bag, ton, or car, the 

ending undergoes progressive assimilation and is pronounced as /z/. 

2. When the noun ends in a voiceless nonsibilant sound as in boat, truck, or ship, 

the ending also undergoes progressive assimilation and is pronounced as /s/. 

3. When the noun ends in a sibilant sound as in bus, box, or bush, the ending 

gets the insertion or addition of a sound and is realized as /lz/ or/az/. 

/z/ 2. /s/ 3. /lz/ or /az/ 
boa1s bu~es 

trucks bo~es 

shi.QS bushes 

Adapted from: 

Celce-Murcia, M.; Brinton, D. and Goodwin J. (1996). Teaching pronunciation: a reference for 
teachers of English to speakers of other languages. Cambridge University Press. 



lnstructions: 

List: 

regulations 

factors 

requirements 

packages 

commodities 

restrictions 

suppliers 

organizations 

taxes 

markets 

sizes 

1. /z/ 

Plurals (homework) 

A. lndividually, underline the last sound befare the plural in the list 

below. 

B. Classify the words in the table below. Remember to identify if the 

final sounds are sibilant, nonsibilant, voiced, or voiceless. 

C. In pairs, compare your answers and pronounce the words. 

2. /s/ 3. /lz/ or /az/ 
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Unit 3: Material 1 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·..,-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 

¡ create an anonymous 
i • 

i soc1ety 
r·-·-·---~-~~~-------~----·- ·-·- ·- ·- ·--~---~~~-~~~~----·-·-·-·-·-·-·1 
r·-·-·-·-·-·-·-·- ·-·-·- ·-·-·-·-·-·..,-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 

l make ¡ a bank transf er ¡ 
i-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-+-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-i 
i i ! 

pay taxes ! 
!-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-t-·-·-·-·-·-·-·- ·-·-·- ·-·-·-·-·-·- ·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-i 

1 huy 1 merchandise 1 
r ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·..,-·-·-·-·-·- ·-·-·-·-·- ·-·-·-·-·-·- ·- ·-·- ·- ·-·-·-·-·- ·- ·-·- ·-·-·-·-·-·, 

! call ! your lawyer ! 
r·-·-·-·-·-·-·-·- ·- ·-·-·-·-·-·-·-·-+-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 

l Iook for 1 a supplier ! 
r ·-·-·-·-·-·-·-·-·-·-·-·- ·-·- ·- ·-·..,-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 

! f ollow ! procedures : 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·- ·-·-·..,-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 

l get l an export license i 
r·-·-·- ·- · -·-·-·-·-·-·-·-·-·-·-·-·..,- ·-·-·-·-·-·-·- ·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·~ 

obtain a company ID 1 

number ! 
1 



CAIT 
University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 
Unit 3: Peer assessment form 1 

~ Activity: Providing feedback to my classmates. 
lnstructions: Give your partner feedback on his/her oral performance, using the 

following form. 
Classmate's name: ___________ _ 

Criteria 5 4 3 2 ll Comments 

My classmate ... 

1. uses vocabulary learned in 

class appropriately. 

2. uses verb agreement 
correctly. 

3. pronounces words learned in 

class correctly. 
4. makes use of appropriate 

intonation in questions. 

5. stresses words learned in 
class correctly. 

What do you suggest to him/her? 

5: Excellent, 4: Above average, 3: Average, 2: Needs improvement, 1: Poor 
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Unit 3: Communicating with Stakeholders to Carry out Customs and Trade Processes 

Teacher: Vivian Arguedas 

Assistant : Yajaira Ocarnpo 

Lesson Plan 1# 2 

Date: Wednesda October S'h 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange inforrnation about customs and trade negotiations with 

custorners, colleagues, and suppliers vía telephone, video chat, or fa ce to f ace by using appropriate structures, vocabulary, register and 

cornrnunicative skills. 

General objectlve: By the end of the unit, the students will be able to appropriately explain custorns regulutions or procedures to advise 

custorners when irnporting and exporting merchandise. 

Specific objectives: By the end of the lesson, the students will be able to : 

l. talk over orchids as appropriate or inappropriate export products by answering sorne questions. 
2. effectively recall general rneasures the World Trade Organization (WTO) states regarding exports in Costa Rica by answering sorne 

questions. 
3. successfully identify the sequence of export procedures related to the World Trade Organization (WTO) rneasures by reading 

relevant sections of an authentic text. 
4. successfully exchange inforrnation about the general procedures to start exporting sorne goods in Costa Rica. 

5. effectively identify rising and falling intonation in questions related to exporting procedures in Costa Rica. 

Ahhrcviations: T tcachcr, Ast assistant, St studcnt. Ss~studcnts, L=listening, S=speaking. R rcading, W=writing, UL= useful languagc 



Procedures Skills Language focus Strategies Time 

Objective 
1 

Routines: greetings, write the date, & call the roll S,L,R Vocabulary Yellow Green Blooms, 

& Check Homework Handout #4 Varigated, Orchids, Bird of Paradise, 

Warm up: Costa Rican Plants 
Heliconia, Ginger, Pink Flowers 

1 
Useful Language: 

lüm 

• T gives the instructions and models UL 
{5:00-

• In pairs, Ss match pictures with na mes of • 1 think that pink flowers are examples 

Costa Rican plants. Then, they talk about of Costa Rican plants. 
5:10) 

general aspects of exporting plants in Costa • 1 think orchids are good products to 

Rica. export because .. .. 

• Volunteers share their answers with the group. • Exporters need to consider ... in arder 

Materials: Handout # 5 to export plants from Costa Rica 

2 S,L,R 
Vocabulary 20 m 

Pre-task 1: What does WTO say about Costa phytosanitary regulations, export (5:10-

Rican export? prohibitions, tariff average, technical 5:30) 

The students stand up, forma circle, follow the 
regulation 

• 
music and pass a ball around. When the music Useful Language 

stops, they pick out a palette that contains a 
1 remember that CR has implemented • design of an orchid on one side anda question 
phytosanitary measures such as ... 

on the other one. The questions relate to 
• 1 can recall that WTO refers to ... 

Ahb eviatfd'i~rt gft.'Wí-Rli,t~§tStg~~9tÁ'í\t!~ ~iUJe~~ Ss=stu<i mts, L=lister n~, s=,~ff'h\in~ 1r~ rnwn~ w-wri~nfu o~ u ieful language 
answer the question when it is their turn . 

1 1g s 'y ha e verage a 

1 
~ 



Materials: Material 2 agricultura! products is ... 20m 

3 R,S,L Vocabulary shipment, submission, (5:30-

Pre-task 2: lnitial Exporting Procedure WTO clearance, declaration, registration, 

1 

5:50) 

• T gives instructions and models UL. 
currency, registrations, barriers 

• First, Ss are given a set of paragraphs Useful la nguage: 
incorrectly sequenced. In pairs, they make 

What do you call...? What is the meaning 
decisions to write numbers from 1to6 in order 
to define the correct sequence of measures of ... ? Can you recall the pronunciation 

related to the export process in Costa Rica of...? Which one goes first? Which 

according to the WTO. measure do you think goes afterwards? 

• Second, they take turns retelling the possible Do you remember if .... ? 

sequence to each other. An exporter needs to ... , 1 believe that ... , 1 

• Finally, volunteers report their answers to the have learned that..., First..., Second ... , 
rest of the gro u p. After that..., A priority in the export 

• Materials: Handout #6 process ... , The following stage is ... , 

S,L 
Finally ... 35m 

4 

Task: Telephone Conversation "How should 1 Useful language (5:50-

export my orchids?" Which role would you like to practice 
6:25) 

• 
Task Phase: first? 1 prefer to be the agent. 

• Do you remember what the 
• T gives instructions and models UL. procedures for exporting are? Yes, 1 

• In pairs, Ss simulate a telephone conversation remember the first you need to ... 
between anda customs agent who has his/her After that, an exporter must/ 
own office andan inexperienced customer. should ... 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Rising lntonation 
Planning Phase: 1. Does the one-stop office have an 
• Sorne volunteers take turns practicing both electronic site? 

roles. 2. Does PROCOMER simplify export 
Reporting Phase: documentation processes? 
• Ss present the conversation to the rest of the 3. Should 1 go to "Ventanilla Unica"? 

15m group by acting it out. 4. Must an exporter take into account 
• T gives feedback on the board. preliminary formalities? (6:25-
Materials: Handout 7 s. Is DAE a declaration far customs 6:40) 

5 clearance? 
Falling lntonation 

Post-task: Rising and Falling lntonation 1. What types of export forms are 
there? 

• T explains the instructions and models UL. 2. What sanitary measures has Costa 
1 • In pairs, Ss are given a question related to the Rica implemented? 

tapie of initial export procedures in Costa Rica 3. Which of the articles in WTO 
to be posted on a category of rising and falling mentían Technical Barriers to 
intonation. Trade? 

• T gives feedback and all the group practices 4. Where is PROCOMER located? 

the intonation in each question. s. Where can 1 get pre-estamped 
export forms? 

Materials: Material 3 Useful Language 

• Where do you think this question 
should be posted? 
1 think lt corresponds to the rising 
category. 

• Is this a rising or falling intonation? 
1 believe this is a falling intonation Q 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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The -s Ending 

For Regular Plural Nouns 

Unit 3: Handout 4 

The classification of regular nouns is based on their final sounds. The final sounds of 

nouns could be voiced* sounds (the ones that cause vibration in the vocal cords) e.g /g/ 

or /n/ or voíceless sounds (the ones that do not cause vibration in the vocal cords) e.g. 

/t/ or /p/. 

*Ali the English vowels are voiced. 

voiced voiceless 

Also, the final sounds of the nouns could be síbilant (sounded with a hissing effect) 

e.g /si ar / z/ ar nonsíbílant (without a hissing effect) e.g /g/ or /t/. 

Rules : 

l. When the noun ends in a voiced nonsibifant sound as in bag, ton , ar car, the 

ending undergoes progressive assimilation and is pronounced as /z/. 

2. When the noun ends in a voiceless nonsibifont sound as in boat, truck, ar ship, 

the ending also undergoes progressive assimilation and is pronounced as /s/. 

3. When the noun ends in a sibilant sound as in bus, box, ar bush, the ending gets 

the insertion or addition of a sound and is realized as /lz/ or/az/. 

l. /z/ 2. /s/ 3. /lz/ ar faz/ 
bags boa1s buses 
to ns trucks boxes 

cars shiQS bus hes 

Adopted from: 

Celce-Murcia , M.; Brinton, D. and Goodwin J. (1996). Teoching pronunciotion: o reference 

far teochers of English to speokers of other longuoges. Cambridge University Press. 



lnstructions: 

List: 

regulations 

factors 

requirements 

packages 

commodities 

restrictions 

suppliers 

organizations 

taxes 

markets 

sizes 

Plurals (homework) 

A. lndividually, underline the last sound before the plural in the list 

below. 

B. Classify the words in the table below. Remember to identify if the final 

sounds are sibilant, nonsibilant, voiced or voiceless. 



1. /z/ 2. /s/ 3. /lz/ or /az/ 

ANSWER KEY 

1. /z/ 2. /s/ 3. /lz/ or faz/ 
regulations 

1 

requirements taxes 
factors markets sizes 
commodities packages 

restrictions 
suppliers 
organizations 
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Unit 3: Handout 5 

Costa Rican Plants 

A) lnstructions: Choose a name from the box below and write it next the corresponding pictures of Costa Rican plants. 

¡ Vorlgoted j Bird uf Parad~se Ordirds 

1 

>~~ 
\ . . 

d) 

B) In pairs, answer the following questions in the group and share your ideas with the rest of the class. 

l. What other examples of Costa Rican plants can you mention? 

2. Do you think orchids representa good product to export in Costa Rica? 

3. What general considerations should an orchid or plant exporter have in mind? 



University of Costo Rico 
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Unit 3: Handout 6 

lnitial Exporting Procedure: World Trade Organization Measures 

A) lnstructions: In pairs, you will read the following measures related to the process of 

exporting in Costa Rica defined by the WTO. Make decisions to organize them in a logical 

sequence by writing the numbers from 1 to 6 representing the steps to follow. 

( ) When the exporter knows the specific technical barrier for the product, specific forms 

should be filled out. The integrated one-stop office for foreign trade scheme (Sistema Integrado 

de Ventanillo Único de Comercio Exterior - SIVUCE) allows preliminary export documentation to 

be processed using "prestamped" export forms. This system includes the VUCE, which has 

offices andan electronic site, under the responsibility of the PROCOMER in order to streamline 

and simplify the export documentation process. 

( ) There are preliminary formalities for ali exports consisting of an export form showing 

ali data concerning the shipment of the goods once the exporter has gotten the prestamped 

form. There are three types of export form: (i) the customs export form (Declaración Aduanero 

de Exportación - DAE); (ii) the FAUCA; and (iii) the provisional customs exports declaration 

(Declaración Aduanero de Exportación Provisional - DAEP). The DAE is a declaration used both 

for the customs clearance procedure and to control the entry or registration of foreign currency. 

lt is va lid for 15 working days or 20 consecutive days as from the date of submission of the 

preliminary formalities at the VUCE. 

___ )Once the code is assigned, special regulations need to be taken into account. Costa 

Rica has actively implemented sanitary and phytosanitary (SPS) measures and technical 

regulations. Between January 2001 and December 2006, it submitted 30 notifications on SPS 

measures and 66 under the Agreement on Technical Barriers to Trade. 

( ) As required by the General Customs Law, ali exporters must be registered with the 

Foreign Trade Promotion Agency (Promotora de Comercio Exterior - PROCOMER) as the first 

consideration. Registration is valid for one year and may be done electronically or in person at 

the PROCOMER's one-stop office for foreign trade (Ventanillo Única de Comercio Exterior ­

VUCE). 

___ ) After the exporter has been registe red at one-stop office he/she is given a code to be 

used integrally at the PROCOMER, the Central Bank of Costa Rica and the Directorate-General of 

Customs (DGA). 



B) lnstructions: Take turns retelling a logical sequence about the process and measures to 

follow when exporting for the first time. 

Useful Language: 

What do you call. .. ? What is the meaning of...? Can you recall the pronunciation of ... ? 

Which one goes first? Which measure do you think goes afterwards? Do you remember 

if .... ? 

An exporter needs to ... , 1 believe that ... , 1 have learned that ... , First .. . , Second ... , After 

that .. . , A priority in the export process ... , The following stage is ... , Finally ... , 

C) Volunteers will report their ideas to the rest of the group. 

Adapted from https:ljwww.google.com /?gws rd=ssl#g=wct+measures+in+costa+rica 
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V. Arguedas & Y. Ocampo Unit 3: Handout 6 (Answer Sheet) 

lnitial Exporting Procedure: The World Trade Organization Measures 

A) lnstructions: In pairs, you will read the following measures related to the process of exporting in Costa Rica 

defined by the WTO. Make decisions with your partner to organize them in a logical sequence by writing 

the numbers from 1 to 6 representing the steps to follow. 

l. As required by the General Customs Law, all exporters must be registe red with the Foreign Trade Promotion 
Agency (Promotora de Comercio Exterior- PROCOMER) as the first consideration. Registration is valid for one year 
and may be done electronically or in person at the PROCOMER's one-stop office for foreign trade (Ventanilla Única 
de Comercio Exterior - VUCE). 

2. After the exporter has been registered to one-stop office he/she is given a code to be used integrally at the 
PROCOMER, the Central Bank of Costa Rica and the Directorate-General of Customs (DGA). 

3. Once the code is assigned, special regulations need to be taken into account. Costa Rica has actively 
implemented sanitary and phytosanitary (SPS) measures and technical regulations. Between January 2001 and 
December 2006, it submitted 30 notifications on SPS measures and 66 under the Agreement on Technical Barriers 
to Trade. 

4. When the exporter knows the specific technical barrier for the product, specific forms should be fílled out. The 

integrated one-stop office for foreign trade scheme (Sistema Integrado de Ventanilla Única de Comercio Exterior ­
SIVUCE) aliows preliminary export documentation to be processed using "prestamped" export forms. This system 
includes the VUCE, which has offices andan electronic site, under the responsibility of the PROCOMER in order to 
streamline and simplify the export documentation process. 

S. There are preliminary formalities for ali exports consisting of an export form showing ali data concerning the 
shipment of the goods once the exporter has gotten the prestamped form. There are three types of export form: 
(i) the customs export form (Declaración Aduanera de Exportación - DAE); (ii) the FAUCA; and (iii) the provisional 
customs exports declaration (Declaración Aduanera de Exportación Provisional - DAEP). The DAE is a declaration 
used both for the customs clearance procedure and to control the entry or registration of foreign currency. lt is 
val id for 15 working days or 20 consecutive days as from the date of submission of the preliminary formalities at 
the VUCE. 

Answers in the student sheet: 4, 6, 3, 1, 2 

B) lnstructions: Take turns retelling a logical sequence about the process and mea sures to follow when 
exporting for the first time. 

Useful Language: What do you call. .. ? What is the meaning of ... ? Can you recall the 
pronunciation of ... ? Which one goes first? Which measure do you think goes afterwards? Do 
you remember if .... ? 

An exporter needs to ... , 1 believe that..., 1 have learned that ... , First ... , Second ... , After that..., A 

priority in the export process ... , The following stage is ... , Finally ... , 

C) Volunteers will report their ideas to the rest of the group. 

Adapted from https:Hwww.google.com /?gws rd=ssl #:Q=wct+measures+in+costa+rica 
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Unit 3: Handout7 

Simulation: How should 1 export my orchids? 

A) lnstructions: In pairs, you will simulate a conversation over the phone. Take turns practicing both 

roles 

Role 1/ Agent: You are an experienced customs agent who has his/her own business and office in Costa 

Rica. An inexperienced English speaking customer calls to ask you about the initial steps to export Costa 

Rican plants to USA. You provide information about the logical stages in order to start exporting. Use 

information related to the measures the WTO refers to. 

Role 2/ Customer: You are a Canadian businessman/ businesswoman who has been making a living for 

years by selling orchids in Costa Rica. However, you are convinced of exporting your flowers to USA. You 

calla customs agent to find out about the initial process of exporting since you are inexperienced in this 

fiel d. 

Telephoning Expressions 

• Making contact (Helio/ Good morning / Good afternoon ... ,This is John Brown speaking, Could 1 speak to ... .. .. . . 
pi ea se'· l'd like to speak to ... , l'm trying to contact ... ) 

• Taking a call (X speaking ... , Can 1 help you?) 
• Telephone problems: The line is very bad ... Could you speak up please?, Could you repeat that please?, l'm afraid 

1 can't hear you, Sorry. 1 didn't catch that. Could you say it again please? 

Other Expressions: You need/have to ... , You'd better ... , lf 1 were you 1 would/ would not ... , You should ... , You 
must ... What do 1 need to ... ?, Who should 1 call. .. ?, Where can 1. .. ?, How can 1 .•. ? First, then, After that .. , 
Filler or Hesitation Devices: 
Filler phrases .. . you know ... , ... 1 mean ... , ... you see ... Well, the thing is ... lt's like this, you see ... em ... er ... mm ... 

Taken from htt ; .www.le_arn-e_n-li_s_h-toda . . _eom business-en ljs_h tele hone.btml 
htt o:// e dit ion. tefl. n et/ideas/fu nct io na 1/ ora et ice-ideas· fo r -hes itat io n-d evi ces/ 

Useful Language: 

• Which of the two roles would you like to practice first? 1 prefer to be the agent. 

• Do you remember what the procedures for exporting are? 

• Yes, 1 remember that you need to go to PROCOMER. 

• After that, an exporter must/ should go to "Ventanilla Unica" 
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Conversation: Possible Sample (Teachers Modelling) 

A) This is .... speaking, Could 1 speak to ... .. .. .. pi ea se? 

B) X speaking ... , Can 1 help you? 

Unit 3: Handout 7 (Answer Key) 

A) Thanks. A friend told me you provide advisory and training in export processes, don't you? 

B) Definitely! 1 have my office here in Montezuma. What do you need exactly' 

A) Well ... I have hadan orchid farm for five years. 1 need to know how 1 can start exporting my lilies to the USA. 

B) 1understand.1 can explain the basic steps over the phone and then we can hold a meeting next week. Does it sound 

convenient for you? 

A) Sounds great! 

B) First, you must register at the Foreign Trade Promotion Agency in person or electronically and you will get acode to be used 

integrally at the PROCOMER, the Central Bank of Costa Rica and the Directorate-General of Customs (DGA). 

A) Thanks ... l am taking notes ... 

B) After that, you have to check the phytosanitary mea sures and technical regulations in case your orchids need special export 

permission. 

A) l'm afraid 1 can't hear you, Sorry. 1 didn't catch that. 

B) No problem ... 1 say that you have to check the phytosanitary measures and technical regulations in case your orchids need 

special export permission. 

A) 1 understand. Can 1 go to PROCOMER in the afternoon? 

B) You'd better go there in the morning, because a lot of people go during the afternoon. 

Then, if 1 were you, 1 would start reading about the technical regulations to learn your responsibilities as a new exporter and 

regarding export permission. Finally, you must present DAE (Declaración Aduanera de Exportación) to the Directorate-General 

of Customs (DGA). In this way, you indicate what you are going to export. Is ali that clear? 

A) Sure. Thank you very much. When could we meet for more specific details' 

B) 1 have a spot on Monday at 9am. 

A) Perfect. See you then. 
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Unit 3: Material 2 

l. What institutions carry out 
inspections of phytosanitary 
regulations in Costa Rica? 

2. What plant export prohibitions 
has the WTO considered? 

3. What banks or institutions in 
Costa Rica offer financing 
insurance and promotion to 
export? 

4. What institution establishes 
rules on the financing of exports 

and pre-export costs? 

S. What is the tariff average for 
agricultura! products according 
to WTO definition? 

6. How many sanitary and 
phytosanitary measures has 

Costa Rica implemented? 
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Rising and Falling lntonation 

• How can 1 start exporting my flowers? 

• Should 1 go to PROCOMER first? 

Rising lntonation 

l. Does the one-stop office have an electronic site? 

Unit 3: Material 3 (Answer Key) 

2. Does PROCOMER simplify export documentation processes? 

3. Should 1 go to "Ventanilla Unica" ? 

4. Must an exporter take into account preliminary formalities? 

5. Is DAE a declaration for customs clearance? 

Falling lntonation 

l. What types of export forms are there? 

2. What sanitary measures has Costa Rica implemented? 

3. Which of the articles in WTO mention Technical Barriers to Trade? 

4. Where is PROCOMER located? 

5. Where can 1 get pre-estamped export forms? 
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Unit 3: Material 2{Answer Sheet) 

What does the World Trade Organization say about Costa Rican export? (Trade Measures) 

l. What institutions carry out inspections of phytosanitary 
regulations in Costa Rica? 

{Ministry of Agriculture, Ministry of the Environment and 
Energy, National Conservation Areas Scheme) 

2. What plant export prohibitions has the WTO considered? 
(Costa Rica has undertaken to impose restrictions on the 

export of certain products under the Convention on 
lnternational Trade in Endangered Species of Wild Fauna and 
Flora) 

3. What banks or institutions in Costa Rica offer financing 
insurance and promotion to export? 

(The Bank of Costa Rica, The National lnsurance lnstitute -
Instituto Nacional de Seguros - INS and Procomer) 

4. What institution establishes rules on the financing of exports 
and pre-export costs? 
( The Central Bank of Costa Rica) 

S. What is the tariff average for agricultura! products according 
to WTO definition? 
(14.2 per cent) 

6. How many sanitary and phytosanitary measures has Costa 
Rica implemented? 
Costa Rica has actively implemented sanitary and phytosanitary 
(SPS) measures and technical regulations. Between January 
2001 and December 2006, it submitted 30 notifications on SPS 
measures and 66 under the Agreement on Technical Barriers to 
Trade. The vast majority of the technical regulations adopted 

related to the technical specifications of products, including 
sorne unprocessed agricultura! products. The review of 
technical regulations currently under way in Costa Rica provides 
an opportunity to ensure that these regulations do not serve as 
unjustified barriers to trade. 
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Unit 3: Communicating with Stakeholders to Carry out Customs and Trade Processes 

Teacher: Vivían Arguedas 
Assistant: Yajaira Ocampo 

Lesson Plan ti 3 
Date: Monday October 10th, 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiations with 

customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and 

communicative skills. 

General objective: By the end of the unit, the students will be a ble to appropriately explain customs regulations or procedures to advise 

customers when importing and exporting merchandise. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. successfully talk about information related to customs clearance as part of exporting procedures. 
2. effectively identify world facts related to modern customs clearance procedures. 
3. appropriately recognize advice provided by the US Border Protection regarding customs clearance improvement. 
4. correctly use telephone language by practicing short conversations. 
S. appropriately provide advice to improve customs clearance procedures. 
6. successfully identify final -ed sounds by classifying regular participles in a chart. 

Abbreviations: T=teachcr, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R- rcading, W=writing, UL'-' uscful language 



Objective Procedures Skllls Language focus Strategies Time 

Routines: greetings, write the date, & call the roll S,L,R Vocabulary 15m 

& T gives feedback about Exam 2 
controlled items, property forms, solicitation (5:00-

1 
Warm up: Have you heard about customs process, compliance webpage, customs 5:15} 

clearance? clearance 

• T gives instructions and Ast models UL. Useful Language 

• Ss walk around the class along with sorne • Clearance means that... 
background music. Then when the music stops, • Sorne clearance procedures are ... 
they look for a classmate to ask questions • The US Border Protection is ... 
related to the topic of customs clearance • The role of the US Border Protection 
proced u res. in Customs Clearance is related to ... 

• Volunteers share their ideas . 

Materials: Material #4 

2 Vocabulary 15m 
Pre-task 1: Video: "Customs Clearance 

Simplification" Process of packing, optimal effect, export (5:15-
trade, serious damage, automation process 5:30} 

• T gives instructions and Ast models UL. 

• Ss watch a video about Tawain's clearance Useful Language 

procedure improvement. Befare they watch it, • 1 remember that we talked about... 
they answer sorne questions in pairs. During • Taiwan mostly exports ... 
the video, they work individually in order to fill • Taiwan has good clearance 
in the blanks with sorne specific details and procedures because ... 

vocabulary from the video. Finally, they answer • Sorne clearance problems exporters 

post watching questions in pairs again. or importers might face are ... 

• Volunteers share their ideas . 
3 Materials: Handout #9 

Pre-task 2: How can my merchandise be sent Vocabulary 15m 
Aht reviations: T~teacher, Ast=assistant, St= student, Ss=stude 11ts, L=listeni1 ig, S=speaking, R= reading, W=writing, UL= useful language 



faster? 
1 

mark (x2) number observe 
1 

(5:30-

work consider(x2) include 5:45) 
• T explains the instructions and Ast models UL. 

show establish 
SS read recommendations provided by the US 

prepare 
• make 

Customs Border Protection in order to 

1 

comply 

1 

streamline the process of merchandise Useful Language 
clearance. 

• In pairs, they fill in the blanks with the • What verb suits the most in this 

appropriate verb from the box below, and then statement? 

they share their ideas with the group. 1 think that mark/comply/establish is an 

Materials: Handout #10 
appropriate verb here. 

• What verb would you choose for this 

sentence? 

1 1 believe that the verb 

mark/comply/establish makes this sentence 

meaningful. 

4 
Vocabulary 

Pre-task 3: Short Conversations over the 10m 

Telephone Hello / Good morning / Good afternoon/This 
(5:45-

is speaking. Could 1 speak 
• In pairs, Ss practice short telephone to ......... please? l'd like to speak to 

5:55) 

conversations by using information from .. ./ l'm trying to contact ... 
the previous activity in order to complete The line is very bad ... Could you speak up 

1 

the questions and answers. Then they take please? /Could you repeat that please?/ l'm 
turns to practice both roles. afraid 1 can't hear you /Sorry. 1 didn't catch 

5 
Material: Handout #11 that. Could you say it again please? 

Useful Language 30m 
Task: What's wrong with my merchandise? Role A 

Task Phase: • Have you worked with CBP to develop 
(5:55-

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



• T gives instructions and models U L . packing standards far your commodities? 6:25) 

• In pairs, Ss simulate a telephone conversation • lt is important to establish security 

between a customs agent who has his/her own proced u res. 

office and an American exporter of ornamental • You should prepare your invoices 

plants. carefully. 

• You must include all information 
Planning Phase: required on your customs invoices. 

• Sorne volunteers take turns practicing both Role B 
roles. • No, 1 have not /Yes, 1 have . 

Reporting Phase: • What else shou Id 1 do? 

• Ss present the conversation to the rest of the • Should 1 fill in any other form 1 have not? 
group by acting it out. • What procedures have 1 forgotten? 

• T gives feedback on the board . 

Materials: Material #5 

6 Post-task: Pronunciation of -ed sound 
Vocabulary 15 min 
Required 

• lndividually, Ss classify vocabulary present in Prepared (6:25-

the US Border Protection source into the three ldentified 6:40) 

categories of-ed final sounds in a chart. Detailed 

• Volunteers share their answers with the group . Contained 

Arrived 
Materials: Handout #12 Shipped 

Automated 
Licensed 
Exempted 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=studcnts, L=listening, S=speaking, R= reading, w~writing, UL= useful language 
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Handout # 8 (Answer Sheet) 

Have you heard about customs clearance? 

l. Have you heard about the concept "customs clearance"? What does it mean? 

• The act of passing goods through customs so that they can enter or leave the country. 

• A document given by customs to a shipper to show that customs duty has been paid and the 
goods can be shipped. 

• Customs clearance work involves preparation and submission of documentations required to 
facilitate export or imports into the country, representing client during customs examination, 

assessment, payment of duty and co taking delivery of cargo from customs after clearance 

along with documents. 

Taken from http://www.universalcargo.com/What-is-Customs-Clearance/ 

2. Have you studied any USA clearance procedures to be followed when someone exports or 
imports merchandise? Please mention sorne of them. 

Export Clearance Procedures far Tangible Exports 
l. Pl/PM/DA/Registrar should plan to work with the ECO and APO a few weeks or months before 

the export if there are any export-controlled items. 
2. When contacting the ECO, the Pl/PM/DA/Registrar indicates the details below on the property 

form and Export of Hardware Checklist for tangible exports, including: 

• what is the equipment? 
• what is the value? 

• where is it going? 

• serial numbers, if possible 
• if the hardware is U.S. or other origin? 
• if it is on the U .S. Munitions List or Commerce Control List? 
• who owns it and who is shipping it ? 
• how long it is staying? 
• what is the weight (over 100 lbs?) 

• when does it need to be there? 

• does it need a government bill of lading? 
EC Procedure #8 Page 6of15 Rev. 1 

• does it need to be insured? 

• is it coming back? 

3. Pl/PM/DA Registrar can start the solicitation process for freight forwarding quotes but should 
coordinate with the APO. As stated above, a certified Customs Broker should assist us in the 

destination country with the customs requirements of importing research-related equipment of 
value (or hazardous materia Is) . lf you will be returning the goods, you must report them to 
Customs on the outbound and receive a receipt from a Customs Official (during business 
hours), or we will be charged the duty. Avoid exporting hazardous materials (procure locally 
instead), if possible . Contact the ECO and the APO if an individual decides to hand-carry 

equipment. Check the Transportation Security Administration (TSA) guidance of what can 



be carried a board or checked for air travel (www.tsa.gov) or check the Export Compliance 
website. The ECO manages the AES account, which allows us to file our own Electronic Export 
lnformation in AES. 
lt is recommended that we have a relationship with an experienced Customs Broker who the 
Traveler can contact at the first airport of arrival to assist with clearance and payment of fees. 
In such cases, schedule travel to arrive on a weekday during business hours. Ensure that SI 
has a Power of Attorney with this party. lf not, the Office of General Counsel will need to 
prepare one; this may require a day or two. Refer to the OGC website. 

4. The Pl/PM/DA/Registrar prepares an invoice (to be in the possession of the Traveler if the item 
is hand-carried) orto provide to the shipper. lnformation to have on an invoice is as follows 
(Also see sample on the next page or on the export compliance webpage): 
• Description, serial number, origin, lncoterm, and payment terms. 
•Schedule B or HTSUS number - the first 6 digits only (last 4 digits depend are US 
only). 
• Value ifthe item is returning. 
• lfthe item is under an ITAR or EAR license, the invoice needs to state the destination 
control statement, the license number, and the item category or Export Control 
Classification Number (ECCN). lfthe item is staying with you, enter SAO or 
Smithsonian lnstitutionas both the "bill to" and "ship to" address. 
lf assistance is needed, the ECO can be reached at export@cfa.harvard.edu or export@si.edu. 
EC Procedure #8 Page 7of15 Rev. 1 

S. A destination control statement must be printed on the invoice for shipments under an export 
license, as follows: 
• ITAR - "These commodities are authorized by the U.S. Government for [temporary] 
export only to [country - e.g., United Kingdom] for use by [end-user on license- e.g., 
Space Science Laboratory.] They may not be transferred, trans-shipped on a noncontinuous 
voyage, or otherwise be disposed of in any other country, either in their 
original form or after being incorporated into other end items, without the prior written 
approval ofthe U.S. Department of State." 
• EAR - ''These commodities are authorized by the U.S. Government per the Export 
Administration Regulations. Diversion contrary to U.S. law is prohibited." 

6. Prepare the SU - Shipper's Letter of lnstruction - See Export Compliance Website for detailed 
instructions. 
EC Procedure #8 Page 8of15 Rev. 1 
When using a freight forwarder, a Shipper's Letter of lnstruction is recommended so that they 
have all the relevant information to complete the filing and arrange the freight. See sample. 
(Use the entire 10 digit harmonized code or Schedule B number on this document.) 

7. ECO - Determine if an Electronic Export lnformation (EEI) filing is required (see next step) and 
who will complete it - ECO or the forwarder (if hand-carried)? 

8. Rules for filing are listed in the Foreign Trade Regulations (30 CFR). 
• Not required for too Is of the trade that are coming back (30.37 of FTR). 
• Not required for Ca nada if not subject toan export license (30.36 of FTR). 
• Not required for personal effects (30.37 of FTR). 
• Not required if the shipment is not subject toan export license and is valued below 
$2500 (30.37 a of FTR). 
• Required for Puerto Rico and sorne U.S. Virgin lslands. 
• Not required for Guam. 
• lfthe EEI is not required, the invoice needs to state "No EEI required per 3x.x of the 
FTR" with the citation of the exemption. 
• Once the EEI is filed, the filing number needs to be typed on the invoice, 
YYYYDDMMXXXX. 



• Failure to file can result in a fine of $1,000 a day up to $10,000; so if you are unsure, it 

is better to file in AES. lf you are asking another party (freight forwarder) to file for a 

hand-carry, try to provide 3 - 4 days notice, as they are doing usa favor if they are not 
shipping the freight. 

9. Lodging of PERMANENT ITAR export licenses must be done at the airport with U.S. Customs 
at prior to filing the EEI, or else you risk that the EEI might show that the license value has been 

used. This can be done by emailing the license to the freight forwarder who will bring it to 

Customs. This must be arranged 3 - 5 days in advance. The port of exit must be the same as on 
the license. lf it is a temporary shipment, the DSP-73 is decremented AFTER the EEI filing has 
been made, by taking the license to U.S. Customs at the port of exit. 

10. Filing times: The EEI filing is usually completed by the freight forwarder and must be completed 
2 hours before export for non-ITAR shipments, 8 hours before for ITAR shipments, and 24 
EC Procedure #8 Page 9 of 15 Rev. 1 
hours for ITAR shipments going by sea. 
11. lf ITAR, the Customs Broker must bring in the ítem as a defense article. lf it is entering under 
a license, have a pdf ofthe license available (DSP-73). Email the export documents to your 
APO and the Export Compliance Officer export@cfa.harvard.edu or export@si.edu. 

Taken from s://www.cfa.harvard.edu/spp/ec/ecprocedures/exportclearance2014-04.pdf 

3. Have you ever heard what the US Border Protection is? Mention sorne its roles or functions. 
U.S. Customs and Border Protection (CBP) is the largest federal law enforcement agency of the United 
States Department of Homeland Security. lt is charged with regulating and facilitating international 

trade, collecting import duties, and enforcing U.S. regulations, including trade, customs, and 
immigration. CBP is the largest law enforcement agency in the United StatesYH2l 1t has a workforce of 

more than 45,600 sworn federal agents and officers. lt has its headquarters in Washington, D.c.(31 

While its primary mission is preventing terrorists and terrorist weapons from entering the United 
States, CBP is also responsible for apprehending individuals attempting to enter the United States 

illegally, including those with a criminal record, stemming the flow of illegal drugs and 
other contraband, protecting United States agricultura! and economic interests from harmful pests and 
diseases, and protecting American businesses from intellectual property theft. 

Ta ken from https:// en .wikipedia.org/wiki/U .S._ Customs_and_Border _Protection 

4. Have you read about the role US Border Protection has in terms of customs clearance? What 
you know about it. 

On March 1, 2003, U .S. Customs and Border Protection, or CBP, was born asan agency of the 

Department of Homeland Security, merging functions ofthe former Customs Service, lmmigration and 
Naturalization Service, Border Patrol, and Animal and Plant Health lnspection Service. Many changes 

took place in preparation for this merger and many have occurred sin ce in order to safeguard U .S. 
borders against high- risk cargo, contraband, and unsafe imports. 

Taken from 

https:/ /www.cbp.gov/ sites/ de fa u lt/files/ d ocume nts/ 1 m port i ng%20i nto%20th e%20U .S. p df 
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Video: "Customs Clearance Simplification" 

Before Watching 

In pairs, talk about the following questions: 

./ What was the topic of the previous class? 

./ What products are mostly exported in Taiwan? 

While Watching 

Unit 3: Handout # 9 

lndividually, fill in the blanks with the corresponding vocabulary from the video. 

l. The rapid customs service contributes to the of Taiwan 
~-----~ ~----~ 

orchids. 
2. . .. serious will occur to both parties in trade in case of any in 

the process of packing .. 
3. In the past, customs clearance for export required a lot of and ______ _ 

4. The optimal effect of the of Taiwan customs clearance is to greatly shorten 
the custom clearance tie. 

S. The rapid customs clearance allows Taiwan export trade to succeed on the international 

Taken from https://www.youtube.com/watch?v=zNSFbbtTOzE 

After Watching 

In pairs, talk about the following questions: 

./ Why is Taiwan a role model in customs clearance procedures for the world? 

./ What clearance problems might exporters or importers around the world face? Provide 
examples. 

09 
11 

Useful Language 

• 1 remember that we talked about ... 
• Taiwan mostly exports ... 
• Taiwan has good clearance procedures because ... 
• Sorne clearance problems exporters or importers 

might face are ... 
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Handout tt 9 (Answer Sheet) 

Video : "Customs Clearance Simplification" 

Before Watching 

./ What was the topic of the previous class? (The steps to start exporting orchids or any 

other product in Costa Rica) 

./ What products are mostly exported in Taiwan? 

(Taiwan 's Top 10 Exports) 

l. Electronic equipment: US$116 billion (41.4% of total exports) 

2. Machines, engines, pumps: $29 billion (10.4%) 

3. Plastics: $18.5 billion (6.6%) 

4. Medical, technical equipment: $17.8 billion (6.4%) 
5. Oil: $11.6 billion (4.1%) 

6. Vehicles : $10.2 billion (3.6%) 
7. Organic chemicals : $8.6 billion (3 .1%) 
8. lron and steel : $8 billion (2.8%) 
9. lron or steel products : $7.2 billion (2.6%) 
10. Other chemical goods : $3.6 billion (1.3%) 

Taken from http://www.worldstopexports.com/taiwans-top-exports/ 

While Watching 

lndividually, fill in the blanks with the corresponding vocabulary from the video. 

l. The rapid customs clearance service contributes to the spread of Taiwan orchids. 
2. ...serious damage will occur to both parties in trade in case of any delay in the process of 

packing .. 
3. In the past, customs clearance for export required a lot of forms and lists. 

4. The optimal effect of the automation of Taiwan customs clearance is to greatly shorten 
the custom clearance tie. 

5. The rapid customs clearance allows Taiwan export trade to succeed in the international 
market 



After Watching 

,/ Why is Taiwan a role model in customs clearance procedures for the world? 

(Beca use of its fast automated customs clearance system) 

,/ What clearance problems might exporters or importers around the world face? 

(Examples) 

l. Demurrage 

When containers are held longer than the agreed standard free time at the destination port, the 

importer is charged by the steamship lines. This cost is known as demurrage. This fee is levied 

for the purpose of discouraging the use of the carrier's equipment for storage purposes and to 

compensate the carrier for the use of their equipment. The causes for delayed holding of the 

cargo at the port may arise dueto lengthy examination of goods, overweight or damaged 

containers, delayed freight release, or customs clearance issues. 

2. Physical Damage 

lmproper leashing or loading of the cargo in the vessel can lead to physical damages made 

either to the container or the contents. This could also happen during unloading or loading 

where labourers may lose control of the cargo, thereby causing it to fall or crash into the 

surrounding objects. lf damages are incurred, the claim needs to be made within the stipulated 

time or else no compensation would be received by the concerned party. 

3. Per Diem 

Per Diem, in simple terms, is rental fee for the equipment used in international shipments. The 

shipping line charges this amount from the time the containers leave the terminal to the time 

they are duly returned . A designated location serves as the point of contact where the empty 

containers need to be returned within a specified number of "free days" . The container cannot 

be kept at the consignee's facility beyond the number of free days that have been specified . Any 

delay in returning the rented equipment would be subjected to late charges and other penalties 

which have to be borne by the consignee. 

4. Detention 

This fee is incurred when the unloading takes more time than required, causing the trucks to be 

held up for long durations. Usually the truckers allow a buffer of 2 hours, but if the time exceeds 

this limit, then a detention fee is charged on an hourly basis . lt is advisable to keep a 

contingency protocol handy in case any issue arises during loading / unloading. 

S. Missing / lncorrect Documents 



The Original B/L's are one of the most important document in shipp ing business therefore when 

they go missing dueto sorne unforeseen reason (it might get lost with the courier or it might get 

lost at origin or destination}, this affects the freight release process of the shipments and might 

cause extra charges like demurrage to the importers dueto delay with the freight release of the 

shipments. There are sorne ways like getting indemnity letter from the shipper and also from 

the consignee and from the bank (lf B/L is consigned to the bank) however as this process al so 

takes sorne time, it might still cause extra costs to the importer. 

6. lssues with Getting the Goods Cleared Through Customs 

lssues with the customs clearance poses a majar problem for importers as the risk of the goods 

being rejected or refused entry is high if proper documentation has not been provided for the 

cargo. Certain places have specific requirements that need to be fulfilled for ensuring that the 

cargo is not held up by the customs. 

A good example of this is customs clearance in Saudí which is known for its strict guidelines and 

difficult clearance procedures. Unless ali of the required documents and requirements are 

complied with, it becomes difficult to get the cargo cleared and in the end you would end up 

losing more money than expected. 

7. Prevalence of Strikes or Absent Labour 

The risk of strikes is high, especially in areas where the human resource are not being given 

their due benefits or where the management in una ble to implement proper strategies for 

handling the work allotted to the team. There are occasions when the workforce may stop work 

which only contributes to loss for the importer. The shipments are delayed and the scheduled 

tasks (unloading / loading / movement to storage facilities) are also pushed further, causing 

even more financia! loss to the concerned parties. 

With little precautions, it is possible to be prepared with a contingency plan for overcoming 

unforeseen circumstances. Sorne of these issues are not in our control, so it is important that 

the entire transportation plan be accompanied with a contingency plan for managing any 

obstacle that might come in the way. 

Taken from http:l/www. posteverywhere.com/ customs-clearance-p roblems/ #.V ldYPnhDIU 
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Unit 3: Handout #10 

How can my merchandise be sent faster? 

lnstructions: 

../ Read the following recommendations provided by the US Customs Border 

Protection in arder to streamline the process of merchandise clearance . 

../ In pairs, fill in the blanks with the appropriate verb from the box below, and 

then share your ideas with the rest of the group. 

mark number observe work consider include show establish prepare comply make 
(x2) (x2) 

l. 

2. 

SUGGESTIONS TO THE EXPORTER FOR FASTER CLEARANCE OF YOUR 

MERCHANDISE 

-------- all information required on your customs invoices. 

________ your invoices carefully. Type them clearly. 

Allow sufficient space between lines. Keep the data within each 

column. 

3. su re that your invoices contain the information 

that would be shown on a well-prepared packing list. 

4. and each package so it can be identified 
----~ -----~-
with the corresponding marks and numbers appea ring on your invoice. 

5. a detailed description on your invoice of each 

ítem of merchandise contained in each individual package. 

6. your goods legibly and conspicuously with the country 

of origin unless they are specifically exempted from country-of-origin 

marking requirements, and with such other marking as is required by the 

marking laws of the United States. 

7. with the provisions of any special laws of the United 

States that may apply to your goods, such as laws relating to food, 

drugs, cosmetics, alcoholic beverages, radioactive materials, and 



others. (See Chapters 33, 34 and 35.) 

8. the instructions closely with respect to invoicing, 

packaging, marking, labeling, etc., sent to you by your customer in the 

United States. He or she has probably made a careful check of the 

requirements that will have to be met when your merchandise arrives. 

9. with CBP to develop packing standards for your 

commodities . 

. sound security procedures at your facility and while 
-~~---

10. 

transporting your goods for shipment. Do not give narcotics smugglers the 

opportunity to introduce narcotics in to you r shipment. 

11 . shipping on a carrier participating in the Automated 

Manifest System (AMS} . 

12 . lf you use a licensed customs broker for your transaction, --~--­

using a firm that participates in the Automated Broker Interface (ABI) 

Taken from : 
h ttps :lfwww. cbp .gnv ls itesl d efa u lt/ fi 1 es/ d oc u m ents / I m porti ng%20i n to% 20t he%20U .S .ad 

09 
Useful Language 

• What verb suits the most in this statement? 

1 think that mark/comply/estab/ish is an 
appropriate verb here. 

• What verb would you choose for this sentence? 

1 believe that the verb mark/comply/establish 
makes this sentence meaningful. 
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Handout #10 (Answer Sheet) 

How can my merchandise be sent faster? 

SUGGESTIONS TO THE EXPORTER 
FOR FASTER CLEARANCE OF YOUR MERCHANDISE 

1. lnclude ali information required on your customs invoices. 
2. Prepare your invoices carefully. Type them clearly. Allow sufficient space 

between lines. Keep the data within each column. 
3. Make sure that your invoices contain the information that would be shown on a well­

prepared packing list. 
4. Mark and number each package so it can be identified with the corresponding 

marks and numbers appearing on your invoice. 
5. filuut a detailed description on your invoice of each item of merchandise 

contained in each individual package. 
6. Mark your goods legibly and conspicuously with the country of origin unless they are 

specifically exempted from country-of-origin marking requirements, and with such other 
marking as is required by the marking laws of the United States. 

7. Comply with the provisions of any special laws of the United States that may apply 
to your goods, such as laws relating to food, drugs, cosmetics, alcoholic beverages, 
radioactive materials, and others. (See Chapters 33, 34 and 35.) 

8. Observe the instructions closely with respect to invoicing, packaging, marking, 
labeling, etc., sent to you by your customer in the United States. He or she has probably 
made a careful check ofthe requirements that will have to be met when your 
merchandise arrives. 

9. WQrk with CBP to develop packing standards for your commodities. 
l O. Establish sound security procedures at your facility and while transporting your goods 

for shipment. Do not give narcotics smugglers the opportunity to introduce narcotics 
into your shipment. 

l l. C-9nsider shipping on a carrier participating in the Automated Manifest System 
(AMS). 

12. lfyou use a licensed customs broker for your transaction, consider using a firm that 
participates in the Automated Broker Interface (ABI). 

Takenfrom: 
https;/(www.cb!j!J!Ov/sites/defaulttfilesJdocuments(lmportin~into%20the%20U.S. pdf 
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Unit 3: Handout #11 

Short Conversations over the Telephone 

lnstructions: 

A) In pairs, pract ice the following short conversations and use ideas from the activity 

SUGGESTIONS TO THE EXPORTER FOR FASTER CLEARANCE OF YOUR MERCHANDISE in order to 

complete the questions and answers. Take turns with your partner. 

Conversation #1 Making Contact 

A) Helio/ Good morning / Good afternoon/This is ____ speaking. Could 1 speak 

to .. ....... please? l'd like to speak to .. ./ l'm trying to contact .. . 

B) ________ speaking. How can 1 help you? 

A) 1 need information about clearance procedures . 

B) Su re . What exactly do you need to know? 

Conversation #2 Telephone Problems 

A) Mr. Patterson you need to make sure your invoices contain the correct information . 

B) The line is very bad ... Could you speak up please? /Could you repeat that please?/ l'm 

afraid 1 can't hear you /Sorry. 1 didn't catch that. Could you say it again please? 

A) Sure, 1 said that you need to ... 

B) Thanks for the information ! 

Adapted from http:llwww.learn-english-today.com/ business-english / telephone.html 
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Unit 3: Handout # 12 

-ed endings! 

The regular past tense and the regular past participle inflections (which occur in the 

perfect tenses and the passive voice) e.g. played, walked, or needed share a common set 

of pronunciation rules. 

The classification of verbs in the different sounds are related to the final sounds of 

the verbs. The final sounds of the verbs could be voiced* sounds (the ones that cause 

vibration in the vocal cords) e.g /v/ or /d/ or voice/ess sounds (the ones that do not 

cause vibration in the vocal cords) e.g. /f/ or /p/. 

*Ali the English vowels are voiced. 

voiced voiceless 

Rules: 

4. When the verb ends in a voiced sound other than /d/, as in move, rob, or call, the ending 

undergoes progressive assimilation and is pronounced as /d/. 

5. When the verb ends in a voice/ess sound other than /t/, as in walk, pass, or laugh, the ending 

also undergoes progressive assimilation and is pronounced as /t/. 

6. When the verb ends in /d/ or /t/ sounds, as in need, wait, or chat, the ending takes an 

epenthetic vowel (insertion or addition of a sound) and is realized as /Id/. 

4. /d/ s. /ti 6. /Id/ 
moved walked needed 
ro.Q.bed passed waited 
called laughed cha!ted 

Adapted from: 

Celce-Murcia, M.; Brinton, D. and Goodwin J. (1996). Teaching pronunciation: a reference far 

teachers of English to speakers of other languages. Cambridge University Press. 



1 

Activity: 

Classify the following words according to their corresponding sounds in the chart below: 

required / prepared/ identified/detailed/ contained/ exempted/ arrived/ automated/ 

licensed/ shipped 

/d/ /ti /Id/ 

Activity: 
Classify the following words according to their corresponding sounds in the chart below: 

required / prepared/ identified/detailed/ contained/ exempted/ arrived/ automated/ 
licensed/ shipped 

/d/ /ti /Id/ 



University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Unit 3: Handout # 12 { Answer Sheet) 

-ed endingsl 

The regular past tense and the regular past participle inflections (which occur in the perfect tenses and the passive voice) e.g. 
played, walked, or needed share a common set of pronunciation rules. 

The classification of verbs in the different sounds are related to the final sounds of the verbs. The final sounds of the verbs 
could be voiced* sounds (the ones that cause vibration in the vocal cords) e.g/v/ or /d/ or vofce/ess sounds (the ones that do not 
cause vibration in the vocal cords) e.g. /f/ or /p/. 

*All the English vowels are voiced. 

voiced voiceless 

Rules: 
l. When the verb ends in a voiced sound other than /d/, as in move, rob, or call, the ending undergoes progressive assimilation and is 

pronounced as /d/. 

2. When the verb ends in a voiceless sound other than /t/, as in walk, pass, or laugh, the ending also undergoes progressive assimilation and 
is pronounced as /t/. 

3. When the verb ends in /d/ or /t/ sounds, as in need, wait, or chat, the endingtakes an epenthetic vowel (insertion or addition of a sound) 
and is realized as /Id/ . 

1. /d/ 2. N 3. /Id/ 
mo.l!,ed wal!ed nee.!!,ed 
ro!¡bed pal..,sed wai1ed 
ca!!ed lau&hed chatted 

Adopted from: 
Celce-Murcia, M.; Brinton, D. and Goodwin J. (1996). Teoching pronunciotion: o reference for teochers of English to speokers of other longuoges. 
Cambridge University Press. 

Activity: 

Classify the following words according to their corresponding sounds in the chart below: 

required / prepared/ ídentified/detailed/ contained/ exempted/ arrived/ automated/ licensed/ shipped 

/d/ /ti /Id/ 
Required Ucensed Exempted 
Pre pared Shipped Automoted 
ldentified 
Detoiled 
Contoined 
Arrived 
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Unit 3: Material #4 

Have you heard about customs clearance? 

l. Have you heard about the concept 
"customs clearance"? What does it mean? 

2. Have you studied any international 
clearance procedures to be followed when 

someone exports or imports merchandise? 
Please mention sorne of them. 

3. Have you ever heard what the US Border 
Protection is? Mention sorne its roles or 
functions. 

4. Have you read about the role the US 

Border Protection has in terms of customs 

clearance? Please explain what you know 
about it 

l. Have you heard about the concept 

"customs clearance"? What does it mean? 

2. Have you studied any international 

clearance procedures to be followed when 

someone exports or imports merchandise? 

PI ea se mentían sorne of them. 

3. Have you ever heard what the US Border 
Protection is? Mention sorne its roles or 
functions. 

4. Have you read about the role the US 

Border Protection has in terms of customs 

clearance? Please explain what you know 

about it 

Useful Language 

• Clea ra nce mea ns that ... 

• Sorne clearance procedures are ... 

• The US Border Protection is ... 

• The role of the US Border Protection in 

Customs Clearance is related to ... 

QO 
l 

Useful Language 

• Clearance means that... 

• Sorne clearance procedures are ... 

• The US Border Protection is ... 

• The role of the US Border Protection in 

Customs Clearance is related to ... 

QO 
ll 
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Unit 3: Material# 5 

What's wrong with my merchandise? 

Role A 
You are a representative at the Customs Border Protection in the USA. 

Situation 

An American exporter calls you to consult about how to improve the clearance procedure 
since she/he has been having problems with the delivery of merchandise recently. 
Provide advice over the phone and ask this person questions to inquire about the 
procedures he/she has followed to sell plants. 

Useful Language 

Role B 

• Have you worked with CBP to develop packing 

standards for your commodities? 

• lt is important to establish security procedures. 

• You should prepare your invoices carefully . 

• You must include ali information required on 
your customs invoices . 

You are an American exporter of ornamental plants such as roses, carnations and 

chrysanthemums who usually sells them to Canada. 
Situation: 

You call the US Customs Border Protection Department to ask one of its representat ives 

far advice of how to improve the delivery of your merchandise since it has been 
frequently delayed nowadays . 

Useful Language 

• No, 1 have not /Yes, 1 have 

• What else should 1 do? 
Q o 

'6. 
• Should 1 fill in any other form 1 have not? 

• What procedures have 1 forgotten? 
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Telephone Conversation 

Example: 

A) Good morning! Could 1 speak to Mrs. Brown? 

B) Mrs. Brown speaking. How can 1 help you? 

Unit 3: Material# 5 (Answer Key) 

A) 1 call you to set an appointment with you next week orto consult over the phone. 

B) Sure. Ma'am. What do you need, exactly? 

A) Listen, 1 have been exporting roses to Canada and the delivery has been delayed very 

frequently . What should 1 do. 

B) Ok. 1 can give you sorne recommendations over the phone and then we could meet next 

Wednesday. Is that convenient for you? 

A) Sure thanks. 

B) But first, 1 need to ask you a couple of questions about the clearance procedures you have 

followed ... Have you established security procedures at your facility and while transporting your 

goods for shipment? 

A) Well. .. that's what 1 think. Might there be any other issue related? 

B) Have you prepared your invoices carefully? 

A) Excuse me sir, could you speak up, please? 1 could not hear what you said . 

B) Sure. 1 asked if you have prepared your invoices carefully? 

A) Yes. 1 do not know what is wrong? 

B) Do not worry . You should meet me next week to inquire what the real problem is. 

A) Sure. Thanks. See you then . 

B) Bye 



lAIT 
University of Costa Rica 

Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

Unlt 3: Communicatlng wlth stakeholders to carry out customs and trade processes 

Teacher: Yajaira Ocampo 
Assistant: Vivían Arguedas 

Lesson Plan# 4 
Date: October 121h . 2016 

Unlt Goal: By the end of the unit, the students will be a ble to effectively exchange informatlon about customs and trade negotiation with customers, 
colleagues, and suppliers vía telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and communicative skills. 

General objectlve: By the end of the unit, the students will be able to successfully carry out lmport and export arrangements by negotiating logistics and 
transaction processes with customers and suppliers. 

Speclfic objectlves: By the end of the lesson, the students will be a ble to: 

1. properly identify the general characteristics of lncoterms by classifying them into categories. 
2. appropriately identify methods of payment by matching them with pictures and descriptions. 
3. successfully negotiate import transactions by following a simulation guide. 

4. successfully carry out import arrangements by negotiating the payment and delivery process with a supplier. 
S. appropriately identify-s inflectional endings by classifying regular plural nouns in /z/ /si and /lz/ sounds. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

:l Routines: Greetings, write the date, and call the roll R Vocabulary 

• T and Ast give feedback on exam 2. 
L -lncoterms: (CFR, CIF, DAT, DDP, FOB, Ex-Works, etc.) 
s 15 

• T reads the objectives on the whiteboard. UL min 

Warm up: Categories! 

• First, T posts on the board the 4 descriptions of how Do you think FOB/Ex-Works/CIF belongs to the 

lncoterms can be grouped into categories. first/second/third/fourth category? (5:00-

• Then the categories are read aloud by Ss. -Yes, 1 definitely think FOB/Ex-Works/CIF belongs to it! 5:15) 

• After that, the group is divided into 4 groups and each • lt could be, but l'm not sure. 

1 

group is given two or three incoterms in order to post -No, 1 don't. FOB/Ex-Works/CIF belongs to the first/second/third/fourth 

them under the corresponding category. Ss use the UL to category. 

make decisions. 

• T makes Ss aware of the categorization of lncoterms 
according to letters. 

• T and Ast model the UL. 
Materials: 

• Material ##6: lncoterms and categories 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful tanguage 



2 Pre-task 1: Methods of Payment R 1 Vocabulary Activating 15 
L -Methods of payment: open account, documentary collections, letter prior min 

• Before carrying out the pre-task, T asks Ss questions s of credit, cash-in-advance, and consignment. knowledg 
about the different means of payment they know (focus Questions before the oce-task {FocusJ.:. e (5:15-

on asking questions). 1. Do you remember the methods of payment or mea ns of payment? 
5:30) 

• In groups of 4 people, Ss are given an envelope with Which ones do you remember? 
descriptions, headings, and pictures related to methods 2. Which means of payment is the most secure for the 
of payment in international trade. They read the customer/seller? Which one is the least secure for the 
headings and match them with their corresponding customer/seller? 
descriptions and pictures by posting the cut outs on a 3. Which one have you used before/the most? 
larger template. They use the UL to make decisions. UL 

• After that, each group presents one method of payment Which is the description for open account/letters of 
to the class by describing it with their own words and credit/documentary co//ections/cash-in-advance? 
highlighting their pros and cons. - is the correct description. 

• T and Ast model the UL, take notes, and give feedback Does this picture match open account//etters of credit/documentary 
to Ss. col/ections/cash-in-advance? 

Materia Is: -Yes, it does. 

• Material #7: envelope with pictures, means of payment, -No, it doesn't. 
and descriptions Sharing: 

-Open account/cash-in-advance is related to ... One of its advantages 
is .... However, one of its disadvantages is ... 
- Letters of credit/documentary col/ections are .... One of their 
advantages is .... However, one of their disadvantages is ... 

Pre-task 2: 4 Stationsl R Vocabulary 20 

L -Methods of payment, lncoterms, items etc. min 
3 • T arranges 4 stations in each corner of the classroom. s UL 

The stations are related to 4 different import cases. 2 Ss A: Good morning/afternoon. How are you Mr./Mrs./Ms. 
will be in charge of one station, pretending to be the Chin/Wong/Burton? (5:30-suppliers, and the 2 other Ss will be the customs agents. B: Good morning/afternoon. l'm doing well/ l'm fine and you 5:50) Every 5 minutes, all the Ss will rotate in each station so Mr./Mrs./Ms. Mora/Vargas/Moya? l'm calling to coordinate the 
that they will be in each station once. transaction of the computers/flowers from Canada/Japan. 

• Ss take turns to be the suppliers and customs agents A: What will the delivery terms be? 
only in 2 stations. They use the simulation guide and the B: The goods will be at the port/the warehouse in __ days. The 
information from the stations. lncoterm will be CIF/FAS. lt implies that the merchandise will be 

Materials: 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful Ianguage 



• Handout #12: Cases, simulation guide, pictures delivered to the port/You hove to assume the responsibility of the 
insurance. Do you agree? 
A: Yes, 1 agree/No, 1 don't agree. 1 suggest CIP/DDP/FAS. 1 need the 
merchandise in my office/that you the insurance. What will my 
responsibilities be? 
B: You must/have to .... Be sure to/Remember to/Don't forget to make 
the bank transfer/send a confirmation e-mail/call me before/after 
Wednesday/you make the bank transfer, etc. Have a nice dayl A: Ok, 1'11 
do it. Have a nice day! 

Abbreviations: T'-'teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus 
1 Strategies Time 

Skills 

4 Main task: Skypingl R Vocabulary Asking for 10 
• Task phase: Based on a situation about a customs agent and a German L Kitesurfing equipment, kiteboards, export license, el arification min 

supplier who need to negotiate the import of kitesurfing equipment, Ss s etc. (already (5:50-

perform a video chat via Skype. UL taught) 6:00) 

• Ss make decisions about what to say and practice the conversation by Good morning/afternoon. How are you 

using the UL. Mr./Mrs./Ms. Marín/Quirós/Aguilar? 15 min 

• Planning phase: T, Ast, and Ss arrange the chairs in tour lines in each l'm calling to coordinate the transaction of (6:00-

side of the classroom. Ss do not face each other. T asks Ss to carry out the .... from .. 

1 

6:15) 

the video chat formally andas natural as possible. They use their laptop First, a payment has to be made before sending ... 

computers and headsets. They take turns to be the customs agents and Second, ... Third, .. 15 min 

suppliers and take notes of important details. Ss who do not bring the We can use a bank transfer/a/letter of credit/an (6:15-

laptop computers carry out the task by using their cell phones. open account/documentary collections/cash-in- 6:30) 

•Once a pair finishes the corresponding turn, they switch. T takes notes of advance. Is it ok with you? 

1 

errors. The goods will be at the port/the warehouse/your 

• Reporting phase: Sorne pairs share their conversations with the class. office/the airport in __ days. 

Other pairs give feedback to the Ss by using a peer revision form. Ss use The trade will be FCA/FOB/EXW. lt implies that... .. 

the UL to give feedback. Do you agree? 

• T provides feedback and correct errors. You must/have to .... Be sure to/Remember to/Don't 

Materials: forget to make the bank transfer/send a 

• Handout #13: Situation, roles and UL confirmatíon e-maíl/call me before/after 

•Peer assessment form #2 
Wednesday/you make the bank transfer, etc. 
Have a nice day! 
.Comments in the ~er assessrnent form: 
____ uses vocabulary correctly. However, she/he 

has difficulties wíth .... 
- 1 suggest that she/he practices ... 

Abbrev1ahons: T=teacher, Ast=ass1stant, St= student, Ss=students, L=hstening, S=speakmg, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

s Post-task: The -s Ending for Regular Plural Nouns R Vocabulary lOmin 
•In pairs, Ss review the -s inflectional endings for regular nouns. They L Terms: voiced, voiceless, sibilant, nonsibilant. (6:30-

classify given words by posting them on the board. Ss identify if the final s Words: Tranfers, conditions, documents, risks, 6:40) 
sounds are sibilant, nonsibilant, voiced or voiceless. They use the UL to packages, premises, etc. 
make decisions. UL 

• Finally, Ss check over classmates' answers on the board as a group. Do you think the -s ending of ___ is pronounced 

Sorne volunteers pronounce the words. as/z/? 
-Yes, it is /z/. 

Materials: -No, it isn't. lt is pronounced as /lz/. 
Material #8: The -s ending for regular plural nouns 

1 

lt is right. 
lt isn't right because the final sound of ___ is 
voiced/voiceless/sibilant. 

/z/ /s/ /lz/ 
tranfers documents premises 
incoterms costs packages 
buyers risks losses 
methods techniques disadvantages 

Abbreviations: T~teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Unit 3: Handout 12 

4 Stations! 

• There are 4 stations with 4 different import cases. Pretend to be the supplier in two stations and the 
customs agent in the other two. 

• You will be in each station once. 

• Use the simulation guide and the information from the stations to interact. 

Station 1 
lmport: 520 laptop computers 
From: China 
Method of payment: Cash-in-advance 
lncoterm: CIF 
Place of delivery: Caldera Port 

Station 3 
lmport: 70 multi-valve engines 
From: Singapore 
Method of payment: Letter of Credit 

lncoterm: Ex-Works 

Place of delivery: Moín Port 

Station 2 
lmport: 73 spinning bicycles 
From: Canada 
Method of payment: Documentary collection 
lncoterm: DAT 
Place of delivery: Fitness Gym 

;--:- M av' 
.::;.,:;,-., 

Station 4 
lmport: 1600 assorted flowers 
From: Japan 
Method of payment: Open account 

lncoterm: FOB 
Place of delivery: Floristería Gardenias 

Simulation Guide 
A: Good morning/afternoon. How are you Mr./Mrs./Ms. Chin/Wong/Burton? 

B: Good morning/afternoon. l'm doing well/ l'm fine and you Mr./Mrs./Ms. Mora/Vargas/Moya? l'm 
calling to coordinate the transaction of the computers/flowers from Canada/Japan. 
A: What are the steps for this delivery process? 

B: First, a payment has to be made befare sending the packages/merchondise. Second, ... Third,.. 
A: What means of payment will we use? 
B: We can use o bank tronsfer/o letter of credit/an open account/documentary collections/cash-in­
advance. Is it ok with you? 

A: Yes, it is ok. /No, it isn't. 1 prefer a letter of credit/documentary collections. 
B: Ok, 1 agree. (optional) 
A: What will the delivery terms be? 
B: The goods will be at the port/the warehouse/your office/the airport in 8/15/30 days. The lncoterm will 
be CIF/FAS/ex-Works/ODP. lt implies that the merchandise wi/J be delivered to the port/You hove to 
ossume the responsibility of the insuronce, etc. Do you agree? 

A: Yes, 1 agree. /No, 1 don't agree. 1 suggest CIP/DDP/FAS. 1 need the merchondise in my office/that you pay 
the insuronce. 



University of Costo Rico 
Master's Program in TEFL 
V. Arguedas & Y. Ocampo 

'< _ ~ ,/ Skyping! 
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Unit 3: Handout 13 

Situation: In pairs, imagine you are a customs agent (Role A) who previously made an 

appointment for chatting via skype with a German supplier from Carved /ne. (Role B) in 

arder to carry out arrangements for the import of kitesurfing equipment for your 

German customer Malte Krummradt. Take turns asking and answering questions in both 

roles. Use the useful language. 

Role A: Customs Agent 

You work as a customs agent in Costa Rica. Talk to the German supplier from Carved /ne. in arder 

to help your German customer with the kitesurfing business. Negotiate the payment and delivery 

process with him/her. 

Role B: German Supplier from Carved lnc. 

You work in Carved /ne. in Germany and you video chat with a customs agent from Costa Rica. 

Negotiate the payment and delivery process with him/her concerning the export of kitesurfing 

equipment for Costa Rica. 

--

Useful Language 
Role A: Role B: 

Good morning/afternoon, Mr./Mrs./Ms. Good morning/afternoon. How are you Mr./Mrs./Ms. 
Mengel/Vogler/Conrad. J'm doing well/ J'm fine Marín/Quirós/ Aguilar? 
and you? J'm calling to coordinate the transaction of 
What are the steps far this delivery process? the .... from ... 
What means of payment will we use? First, ... Second, ... Third, ... 
Yes, it is ok. /No, it isn't. 1 prefer ... We can use ... Is it ok with you? 
What will the delivery terms be? The goods will be at/in ... in __ days. 
Yes, 1 agree. /No, 1 don't agree. 1 suggest The incoterm will be .... lt implies that... .. Do you 
CIP/CIF/DAT. 1 need ... agree? 
What will my responsibilities be? You must/have to .... Be su re to/Remember to/Don 't 
Ok, 1'11 do it. forget to ... 
Have a nice day! Have a nice day! 

Asking far clarification: 

l'm sorry, we have abad connection. Could you speak a little louder, please? 
1 think we have a bad connection. Can 1 call you back? 
I' m sorry, could you repeat that please? 
Can you say it again, please? 
What do you mean by that? 
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Method of 
payment 

Cash-in-Advance 

Letter of Credit 

Documentary 
Collections 
(Bill of Exchange) 

Open Account 

• 

Unit 3: Material 7 

Description 

The exporter can avoid credit risk because 

payment is received before the ownership 
of the goods is transferred. Wire transfers 
and credit cards are the most commonly 
u sed options available to exporters . 

• Foreign buyers are also concerned that the 
goods may not be sent if payment is made 
ahead of time. Thus, exporters who insist 
on this payment method as their sole 
manner of doing business may lose to 
competitors who offer more attractive 
payment terms. 

• 

• 

• 

• 

• 

lt is one of the most secure instruments 
available to international traders. lt is a 
commitment by a bank on behalf of the 
buyer that payment will be made to the 
exporter, provided that the terms and 
conditions stated in this method have been 
met, as verified through the presentation 
of ali requ ired documents . 

This method also protects the buyer 
because no payment obligation arises until 
the goods have been shipped or delivered 
as promised. 

lt is a transact ion whereby the exporter 
entrusts the payment to the remitting 
bank (exporter's bank), which sends 
documents to a bank (importer's bank), 
a long w ith instructions for payment. Funds 
are received from the importer and 
remitted to the exporter through the 
banks involved in the exchange for those 
documents. 

This method includes a draft with 
instructions that specify the documents 
required for the transfer of title to the 
goods. Although banks do actas 
facilitators for their clients, it offers no 
verification process in the event of non­
payment. 

This transaction is a sale where the goods 
are shipped and delivered before payment 

is due, wh ich is usually in 30 to 90 days. 

• This option is the most advantageous 
option to the importer in terms of cash 
flow and cost, but it is consequently the 
highest risk option for an exporter. 
However, the exporter can offer its terms 
while substantially mitigating the risk of 
non-payment by using one or more of the 
appropriate trade finance techniques, such 
as export credit insurance. 
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1-~::.;_J;"' .... --'-"' ... ..- Activity: Providing feedback to my classmates. 

Unit 3: Peer assessment form 2 

~ / lnstructions: Give your partner feedback on his/her oral performance, using the following 
form . 

Classmate's name: 
~~~~~~~~~~~~ 

Criteria 5 4 3 2 1 Comments 
My classmate ... 

l. uses vocabulary learned in 

class appropriately. 

2. uses verb agreement 

correctly. 

3. pronounces words learned in 

class correctly. 

4. makes use of appropriate 
intonation in questions. 

S. stresses words learned in 
class correctly. 

6. prono unces final sound 

correctly. 

What do you suggest to him/her? 

5: Excellent, 4: Above average, 3: Average, 2: Needs improvement, 1: Poor 
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Teacher: Yajaira Ocampo 
Assistant: Vivían Arguedas 

Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Lesson Plan #5 
Date: October l91h . 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation with 
customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and 
communicative skills. 

General objective: By the end of the unit the students will be able to successfully carry out import and export arrangements by negotiating 
logistics and transaction processes with customers and suppliers. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. appropriately identify -s inflectional endings by classifying regular plural nouns in /z/ /s/ and /lz/ sounds. 

2. appropriately identify main aspects of logistics by associating needs with solutions. 
3. successfully negotiate logistics issues by following a simulation guide. 

4. successfully carry out import arrangements by coordinating the logistics process with a logistics agent. 
5. properly carry out a class discussion in order to collect data for the research report. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

1 Routines: Greetings, write the date, and call the roll l Vocabulary 5 min 
s Terms: voiced, voiceless, sibilant, nonsibilant. (5:00-

• T reads the objective on the whiteboard. Words: Tranfers, conditions, documents, risks, packages, 5:05) 

Warm up: The -s Ending for Regular Plural Nouns premises, etc. 

•In pairs, Ss review the -s inflectional endings for UL 

regular nouns. They classify given words by posting Do you think the -s ending of is prono u nced as /z/? 
-Yes, it is/z/. ' 

them on the board. Ss identify if the final sounds are 
sibilant, nonsibilant, voiced or voiceless. They use the -No, it isn't. lt is pronounced as//z/. 

UL to make decisions. 

• Finally, Ss check over classmates' answers on the /z/ /s/ /lz/ 
board as a group. Sorne volunteers pronounce the tranfers documents premises 

words. incoterms costs packages 
buyers risks losses 

Materials: methods techniques disadvantages 

Material #8: The -s ending for regular plural nouns 

2 Pre-task 1: Logistics Solutionsl R Vocabulary 
• T asks Ss to say what logistics involves. She w -Warehousing, distribution, transportation, and freight 

brainstorms their ideas on the board. L forwarding. 20 

• Then, in groups of 4, Ss match needs customs agents s min 

usually have concerning logistics with possible UL 
solutions. 

• After that, in pairs, Ss write one more possible A: 1 need ... (5:05-

solution to each category. Ss practice the matching B: We offer .. ./We can provide .. ./ Our offer(s) ... /Our 5:25) 

they did and the new solutions o rally. __ can arrange ... 

Materials: A: 1 also need .... 

• Material #9: Needs and solutions B: We offer .. ./We can provide .. ./ Our offer(s) ... /Our 

• Handout #14 More solutions __ can arrange .. . 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

Pre-task 2: Logistics lssuesl L Vocabulary 15 

s -Logistics: warehousing, distribution, transportation, and freight min 
3 • T and Ss read the instructions, situations, and the forwarding . 

simulation guide. UL 

1 (5:25-• T arranges 2 doubled-lines of Ss. She marks out the 
roles on the board. A: Good morning/afternoon. Mr./Mrs./Ms. Lynch speaking. How 5:40) • The first doubled-line performs situation 1, roles A can 1 be of assistance? 
and B from left to right and the second doubled-line B: Hello l'm Mr. Mrs./Ms. Siles/Villalobos/Guillén. l'm calling to 
performs situation 2, roles B and A from left to coordinate the logistics process for ... 1 want to import from .. .. 
right. What services does your company offer? 

• Then after 5 minutes, T switches the situations and A: We offer from supply chain management to distribution 
roles on the board and Ss move one space, so that services. 
they will perform a different situation and role with B: Well it is a complete service. However, l'm interested in ... 1 
a different partner. need ... 

• The situations are related to 2 different import A: We offer .. ./We can provide .. ./ Our offer(s) ... /Our 
cases and the roles are logistics agents and customs __ can arrange ... 
agents. They use the simulation guide and the B: 1 also need .... 
information from the situations. A: We offer .. ./We can provide .. ./ Our offer(s) ... /Our 

Materials: __ can arrange ... 

• Handout #15: Situations, simulation guide, pictures B: it all sounds good. in this case, What will your responsibilities 
be? 
A: UniGroup Logistics will be in charge of ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus 
1 Strategies Time 

Skills 

4 Maln task: Coordlnatlng a Logistlcs Process 1 R Vocabulary Asking for 10 

• Task phase: Based on a situation about a logistics agent anda L Kitesurfing equipment, kiteboards, export clarificatio min 

customs agent who need to coordinate the logistics process for the s license, etc. n (already (5:40-
import of fuel from the Bahamas to Costa Rica, Ss perform a UL taught) 5:50) 
Telephone call. T and Ss read the UL. A: Good morning/afternoon. Mr./Mrs./Ms. 

• Ss make decisions about what to say and practice the conversation Lynch speaking. How can 1 be of assistance? 15 min 

by using the UL. B: Hello l'm Mr. Mrs./Ms. (5:50-

• Planning phase: T, Ast, and Ss arrange the chairs in four lines in Siles/Villalobos/Guillén. l'm calling to 6:05) 

each side of the classroom. Ss do not face each other. T asks Ss to coordinate the logistics process for ... from ... 

carry out the WhatsApp call formally and as natural as possible. What services does your company offer? 15 min 

They take turns to be the logistics and customs agents and they A: We offer ... (6:05-

take notes of important details. B: Well it is a complete service. However, l'm 6:20) 

•Once pairs finish the corresponding turns, they switch with other interested ... 1 need .... 

pairs in order to change partners and roles. T takes notes of errors. A: We offer .. ./We can provide .. ./ Our 

• Reporting phase: Sorne pairs share their conversations with the offer(s) ... /Our __ can arrange ... 

class. Other pairs give feedback to the Ss by using the peer revision B: 1 also need .... 

form. Ss use the UL to give feedback. A: We offer .. ./We can provide .. ./ Our 

• T provides feedback and corrects errors. offer(s) ... /Our __ can arrange ... 

Materials: B: lt all sounds good. In this case, What will your 

• Handout #16: Situation, roles and UL responsibilities be? 

•Peer assessment form #3 A: __ Logistics will be in charge of ... 
.Comments in the ~er assessment form: 
. uses vocabulary/verb agreement 
correctly. However, she/he has difficulties with 
pronunciation/intonation in questions 
- 1 suggest that she/he practices ... 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

s Post-task: Class Dlscusslon (Data Collection lnstrument) l. What materials presented or used in 20min 

• Ss and Ts hold a class discussion concerning the students' previous lessons motivated you to (6:20-

perception of the materia Is they have been using during the participate in class on a daily basis? 6:40) 

course. 2. Which of the resources used in class have 

• T gives the instructions about the activity and she gives the caused a positive impression of the 

students a strip of paper with questions to provide oral feedback development of the lessons? (handouts, 

about the to pie. First, they work in pairs to share their perception videos, pictures, games, strips of paper, 

with another classmate, and finally sorne volunteers who are pictures, etc.) 

willing to be recorded express their ideas orally. 3. What topics presented in the materials 

• T and Ast have the role of non-participant observers during pair caught your attention the most? 

work and during the students' presentation of ideas. T records the 4. How do you like the layout or format of 

students and Ast takes notes about their comments. handouts and other materials elaborated by 

• This activity will a nswer the sub-research question: the teachers? 

• To what extent do the elaboration, adaptation and 5. What would you recommend the teachers 

implementation of materials influence the learners' to improve their elaboration of materia Is for 

communication during the class? supporting your learning and 

• The discussion will be recorded y and T takes notes. communication process in class? 

Materia Is: 
• Strips of paper with questions 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Logistics lssues! 

• There are 2 different import situations to be arranged. Pretend to be the logistics agent in one 
situation and the customs agent in the other one. 

• Use the simulation guide according to the situation and the information from the charts to interact. 

Situatlon 1 
lmport: 2750 memory 
cards 
From: Miami 

Sltuation 2 
lmport: 1800 bottles of rum 
From: The Bahamas 

Simulation Guide 
A: UniGroup Logistics. Mrs. Jones speaking. How can 1 help you? 
B: Good morning/afternoon. May/Can 1 speak to Mr./Mrs./Ms. Lynch please? 
A: Can you hold a moment please? (waiting tone) 

A: Good morning/afternoon. Mr./Mrs./Ms. Lynch speaking. How can 1 be of assistance? 
B: Helio l'm Mr. Mrs./Ms. Siles/Villalobos/Guillén. l'm calling to coordinate the logistics process for 
2750/1800 memory cards/bottles of rum 1 want to import from Miami/The Bahamas. What services does 
your company offer? 
A: We offer from supply chain management to distribution services. 
B: Well it is a complete service. However, l'm interested in 
warehousing/distribution/transportation/freightforwarding. 1 need .... 
A: We offer .. ./We can provide .. ./ Our ___ offer(s) ... /Our __ can arrange ... 
B: 1 also need .... 
A: We offer .. ./We can provide .. ./ Our offer(s) ... /Our __ can arrange ... 
B: lt ali sounds good. In this case, What will your responsibilities be? 
A: UniGroup logistics will be in charge of contracting the freightforwarders/the accuracy of the CMR 
Transport document/ keeping your merchandise safe until the carrier picks it up/ delivering the 
merchandise to your company/ distributing the merchandise to your differentfacilities/the insurance. 
B: What means of payment do you usually use? 
A: We usually use a bank transfer, a letter of credit, or cash-in-advance. What is more convenient for you? 
B: Well, a bank transfer/a letter of credit/cash-in-advance is more convenient to me. When will the 
merchandise be delivered to my company? 
A: The merchandise will be at your company in 24/72 hours/ 3/7 /15 days. Due to the characteristics of 
this process, UniGroup Logistics suggests CIF/FOB/Ex-Works/DDP. Do you suggest any other? 
B: No, 1 don't. /Yes, 1 do. I consider CIP/DDP/FAS more suitable. 
A: Ok, we will use CIP/DDP/FAS. /Sorry, but we don't work under CIP/DDP/FAS conditions. 
B: Well, 1 will arrange the payment and 1 will call you back. 
A: UniGroup Logistics will be waiting for your call! 
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Coordinating a Logistics Process! 
Situation: In pairs, imagine you are a logistics agent from Grand Bahama Shipyard (Role A) and 

you receive a telephone cal! from a customs agent (Role B) in arder to coordinate the logistics 

process for the import of fu el from the Bahamas to Costa Rica. Take turns asking and answering 

questions in both roles. Use the useful language. 

Role A: Logistics Agent from Grand Bahama Shipyard 

You are Mr. Rowell and work for Grand Bahama Shipyard in the Bahamas and you hold a telephone call 
with a customs agent from Costa Rica. Negotiate warehausing, transportation, freight forwarding, and 

distributian of merchandise with him/her. Try to persuade your customer. 

Role B: Customs Agent 

You work as a customs agent in Costa Rica. Call the logistics agent from Grand Bahama Shipyard in arder 

to coordinate the logistics process for the im port of fu el from the Bahamas to Costa Rica. Negotiate 

worehousing, tronsportotion, freight forwording, ond distribution of merchandise with him/her. 

Useful Language 

~-ºle P.: 

A: Grand Bahama Shipyard Lagistics. Mrs. Parker speaking. 
How can 1 help you' 
A: Can you wait a moment, pi ea se? (waiting tone) 

A: Good morning/afternoon. Mr./Mrs./Ms. Rowell speaking. 
How can 1 be of assistance? 
A: We offer from supply cha in management to distribution 
services. 
A: We offer .. ./We can provide .. ./ Our ___ offer(s} ... /Our 
__ can arrange ... 
A: We offer .. ,/We can provide .. ./ Our ___ offer(s) ... /Our 
__ can arrange ... 
A: Grand Bahama Shipyard Lagistics will be in charge of ... 
A: We usually use _ What is more convenient for you? 
A; The merchandise will be at yaur campany in_ 
hou rs/_ days. Oue ta the characteristics af this pracess, 
Grand Bahama Shipyard Lagistics suggests __ Do you 
suggest any other? 
A: Ok, we will use __ /Sorry, but we don't work under 
__ conditions. 

A: Grand Bahama Shipyard Lagistics will be waiting for your 
call! 

Role B: 

B: Good morning/afternoon. May/Can 1 speak to 
Mr./Mrs./Ms. Rowell please? 
B: Helio i'm Mr. Mrs./Ms. (yaur las t name). l'm calling 
to coordinate the logistics process for .... 1 want to 
import from _ .. What services does your company offer? 
B: Well it is a complete service. However, l'm interested 
in .. _ .. 1 need .. .. 
B: 1 also need ... . 
B: lt all sounds good. In this case, What will your 
responsibilities be? 
B: What mea ns of payment do you usually use? 
B: Well, is more convenient to me. When will the 
merchandise be delivered to my company? 
B: No, 1 don't. /Yes, 1 do. 1 consider __ more su ita ble. 
B: Well, 1 will arrange the payment and 1 will call you 
back. 

Askin:g fo r d a rifj ~aJi_o [l: 

Could you speak a little louder, please? 
1think1 have a connection problem. Can you call you back? 

l'm sorry, could you repeat that please? 
Can you say it again, please? 
What do you mean by that? 



/z/ 
tranfers 

incoterms 

buyers 

methods 
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/s/ 
documents 

costs 

risks 

techniques 

Unit 3: Material 8 

/lz/ 
packages 

losses 

disadvantages 

premises 
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Logistics solutions! 

Unit 3: Material 9 

r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
l Warehousing ! 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
¡ 1 need to store ¡ W e offer a variety of storage through a l 
l the i network of local and regional warehouses. ! 
i merchandise for i Our warehouses are equipped to handle just i 
1 1 1 

! a few days. ¡ about any scale of commercial storage need ¡ 
l l at 1400 locations worldwide. i 
¡-·-·-·-·-·-·-·-·-·-·-·-·-·-·-=-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·; 
¡ Transportation l 
¡-·-·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·; 
¡ J need Our global network offers a variety of ¡ 
¡ transportation shipping and transport services scaled to ¡ 
i service for my address many common enterprise needs. Our i 
1 

! merchandise. logistics specialists can arrange f or flexible 
! intermodal transportation options for 
¡ containers that require a combination of road, 

~--·-·-·-·-·-·-·-·-·-·-·-·----~-~i.~.~~-~~~~-!!".~.~12~~:._. ___________________ ·-·-·-·-·-·-·-·-·"'1 
i Freight forwarding ! 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
1 need a carrier ¡ Our f orwarding specialists can arrange f or ¡ 

to transport my l overnight, next day, second day or def erred ! 
merchandise i air or ocean transport to keep your supply i 

1 1 

from the port to l chain in sync with your timetable. ! 
i i i 
! my company. ¡ i 
r·-·-·-·-·-·-·-·-·-·-·-·-·-·--·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·, 
! Distribution ! 
~--·-·-·-·-·-·-·-·-·-·-·-·-·-r·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-1 
1 needyou to ! W e maintain a network of distribution ! 

1 1 

deliver the l partners in more than 100 countries, allowing i 
merchandise in i us to provide support for any scope of supply Í 

1 1 

-~9.~~<!..~!<:..f!.· _________ L~~~~~-~~.i!!~.~!!!~i:Y.-~~~~!.9.!:_. ____________________________ J 

Adapted from: 

http://www.unigrou R-IQgistics.coml 
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Activity: Providing feedback to my classmates. 

Unit 3: Peer assessment form 3 

u lnstructions: Give your partner feedback on his/her oral performance, using the following 
form. 

Classmate's name: ___________ _ 

Criteria 5 4 3, 2 1 Comments 
My classmate ... 

1. uses vocabulary learned in class 
appropriately. 

2. uses verb agreement correctly. 

3. pronounces words learned in 
class correctly. 

4. makes use of appropriate 

intonation in questions. 

5. stresses words learned in class 
correctly. 

6. pronounces final sound 
correctly. 

What do you suggest to him/her? 

5: Excellent, 4: Above average, 3: Average, 2: Needs improvement, 1: Poor 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Vivian Arguedas Molina 
Assistant: Yajaira Ocampo Monestel 

Lesson Plan ti 6 
Date: Monday, October 241

h, 2016 

Unit Goal: By the end of the unit, the students will be able to effectively exchange information about customs and trade negotiation with customers, 
colleagues, and suppliers vía telephone, video chat, or tace to tace by using appropriate structures, vocabulary, register and communicative skills. 
General objective: By the end of the unit, the students will be a ble to successfully carry out import and export arrangements by negotiating logistics 
and transaction processes with customers and suppliers. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. successfully recall the process of freight forwarding, transportation, and distribution of products by using their own words. 

2. effectively explain the sequence in the process of freight forwarding by retelling the main ideas. 

3. appropriately use customer service language by practicing a short conversation. 

4. appropriately coordinate the shipping of a product by acting out a telephone conversation. 

S. successfully identify final -ed sounds by classifying regular participles in a chart. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. J Procedures Macro Language focus Strategies Time 

1 

Skills 
Routines: T writes the date and the objective on the board, S, L Useful Language lOmin 

1 she calls the roll and picks up homework. • What do you think this picture is about? (5:00-
As far as 1 am concerned, this picture 5:10) 

Warm-up: Freight Forwarding Process represents the process of... 
• Ss are given a picture (a bookmark made for them) that • What are the steps in this process? 

represents the freight forwarding process. First, the merchandise is sent to the 
• T and Ast model the useful language. warehouse. After that.../ Later .. ./ Finally ... 

• In pairs, they will say what they interpret from the picture by 
recalling previous experiences or by looking at the picture. 

• Volunteers will report their ideas. 
Materials: Material #11 

2 Pre-task 1: The 7 Steps of lnternational Shipping R, S, L 20min 

• Ss are given a handout with different steps in the Useful Language 

process of international shipping. In my opinion .. . (5:10-

• T explains the activity and Ast models the UL. Tomymind ... 5:30) 

• In pairs, Ss get a different handout per group showing As far as 1 am concerned ... 

different stages in the process of freight i am sure that ... 

transportation. They will read the text, tell each other From my point of view ... 

what they understood and report their ideas to the 
class. 

• After that, they will answer a question related to the 
text orally in order to provide more ideas. 

• Finally, each group shares their ideas . 
Materia Is: 

• Materials: Handout #17 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



3 Pre-task 2: When should my delivery be made? R, S, L Customer Service Expresslons 20min 
(5:30-

• Ss are given a handout with a conversation over the • Thanks for calling lnternational Horizons ... 5:50) 
phone between an exporter and a logistics customer • How can 1 help you? 
representative. • Are you able to hold for a minute? 

• In pairs, Ss practice the conversation. Then, they form • Thanks for letting Horizons lnternational assist 
a concentric circle to practice it back to back again for your business. 
several times, and then they choose different options 
from the chart to replace the underlined data. 

• Volunteers show a sample conversation to the group . 
Materials: 

• Materlals: Handout #18 & Material #12 

4 Task: Freight Forwardlng Service for Exparel R,S Vocabulary 40min 
Task Phase: (5:50-

• T gives instructions and models UL. • Shipper's information 6:30) 

• In pairs, Ss simulate a telephone conversatlon between a • recipient's informatlon 
customs agent and the material handler from Maersk • port of destination 
Sealand. The agent is coordinating the freight • average whole sale price 
transportation of a pharmaceutical product from the USA • mea ns of transportation 
toCanada. • delivery date 

Planning Phase: • shelf spot 
• Ss take turns practicing both roles. They make a real phone • amount of product 

call over whatsapp. • weight 
Reporting Phase: • payment method 
• T gets na mes from a bag randomly to have students • documents 

parti ci pati ng. • Harmonized System (HS)Code 
• Ss present the conversation to the rest of the group by 

acting it out. 

• T gives feedback on the board . 

Materials: Handout #19 & Material #13 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



5 Post-task: Pronunclation of -ed sound R, W Vocabulary lOmin 

• lndividually, Ss classify sorne vocabulary related to the (6:30-

lesson into the three categories of -ed final sounds in a transported, required, licensed, shipped, forwarded, 6:40) 
chart. delivered, identified, produced, requested, located, 

• Volunteers share their answers with the group . detailed, finished, distributed, contained, assisted, 
refrigerated, arrived 

Materlals: Handout # 20 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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When should my delivery be made? 

lnstructions: 

l. In pairs, practice the following conversation over the phone between an exporter 
and a logistics customer representative. 

2. Then, practice it again severa( times and cho ose different options from the chart to 
replace the underlined data. You may also use your original information. 

A) Thanks for calling Horizon lnternational, My na me is John Pattison. How can 1 help 
you? 
B) Helio, this is Robert Harrison from Gamma Ltd. 1 need a quotation far air freight 

to Canada. 

A) Could you please describe the freight details? What goods do you want to ship? 

B) 5 tons of app les. They are going to Montreal. 

A) OK, when should delivery be made? 
th 

B) lt's very important that our customer receives the apples on Ju ne 10 Would that 

be a problem? 

A) Are you able to hold far a minute? 1 need to check it in the system. 

B) Sure. No problem 

A) Helio Sir/ Ma'am. Are you still there? 

B) Yes. 
A) There is no problem about delivering the product on Ju ne the 101

h. Do you have any 

other special requirements? 

B)No 

A) OK, 1'11 get back to you within the next three hours. Could you give me your e-mail 
address, please? 
B) Yes, of course. lt is roberthm12@gmail.com 
A) Thanks far letting Horizon lnternational assist your business. 1 look farward to 
hearing from you again. Bye. 

Ada pted from: content/uploads/2014/09 /P rofessional _E ngl ish _ for _ Stu dents _ of _Logistics _ disclai mer. pdf 
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Freight Forwarding Service for Exparel 

Situation 

Centric Health in Toronto, a medical institution specialized in ambulatory surgery, requires Exparel which 

is a local analgesic produced at Pacira Pharmaceuticals in California and used in obese and elderly 

patients. Today, a Centric Health's customs agent is going to coordinate the distribution of this product 

through an important global shipping line named Maersk Sealand. 

Role A Material Handler 

You are a material handler who works at Maersk Sealand located in Houston. Your position relates to 

performing the physical tasks involved in receiving, shipping and storing of raw materia Is, finished 

products, in process used materials, equipment and assisting customers. Today an agent is requesting 

the distribution of a specific amount of Exparel to Toronto over the phone. Consider asking the agent the 

following information to fill out the company's intranet system requirements: 

• consignor' s i nformation 

• recipient's information 

• destination port 

• average whole sale price 

• mea ns of transport 

• delivery date 

• shelf spot 

• amount of product 

• weight 

• payment method 

• documents 

• Harmonized System (HS) Code 
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Freight Forwarding Service for Exparel 

Unit 3: Handout #19 (Role B) 

Centric Health in Toronto, a medical institution specialized in ambulatory surgery, requires Exparel which 

is a local analgesic produced at Pacira Pharmaceuticals in California and used in obese and elderly 

patients. Today, a Centric Health's customs agent is going to coordinate the distribution of this product 

through an important global shipping line named Maersk Sealand. 

Role B Customs Agent 

You calla material handler who works at Maersk Sealand located in Houston in order to coordinate the 

distribution of Exparel to Centric Health in Toronto. Consider the following information you need to 

provide to the material handler over the phone: 

• 10578 Science Center Orive, Suite 125, San Diego, CA 92121, (858) 625 2424 

• Centric Health 20 Eglinton Avenue West, Suite 2100. Toronto, Ontario M4R 1K8 

• Annapolis Royal Port 

• 3,000 dollars 

• ocean freight transportation 

• November 101
h 

• refrigerated containers 

• 10containers/100 jars 

• 1,300 kg 

• an open account 

• a commercial invoice (or Canada Customs lnvoice for lmported Goods), a packing List, if available 

(not mandatory), a certificate of origin (if eligible for NAFTA or required by foreign legislation) 

• HS code 3004.10 
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Unit 3: Handout # 20 ( Answer Sheet) 

-ed endings! 

The regular past tense and the regular past participle inflections (which occur in the perfeá tenses and the passive voice) e.g. 

played, walked, or needed share a common set of pronunciation rules. 
The classification of verbs in the different sounds are related to the final sounds of the verbs. The final sounds of the verbs 

could be voiced* sounds (the enes that cause vibration in the vocal cords) e.g /v/ or /d/ or voiceless sounds (the enes that do not 

cause vibration in the vocal cords) e.g. /f/ or /p/. 

*Ali the English vowels are voiced. 

voiced voiceless 

Rules: 
l. When the verb ends in a voiced sound other than /d/, as in open or sea!, the ending undergoes progressive assimilation and is pronounced 

as /d/. 
2. When the verb ends in a voiceless sound other than /t/, as in stamp or mark the ending also undergoes progressive assimilation and is 

pronounced as /t/. 

3, When the verb ends in /d/ or /ti sounds, as in expeá or wait the ending takes an epenthetic vowel (insertion or addition of a sound) and is 

realized as /Id/. 

1. /di 2. /ti 3. /Id/ 
Opened Stamped Waited 
Sealed Marked Expected 

Adopted from: 

Cefee-Murcia, M.; Brinton, D. and Goodwin J. (1996). Teoching pronunciotion: o reference for teochers of Eng/ish to speokers of other longuoges. 

Cambridge Universíty Press. 

Activity: 

Classify the following words according to their corresponding sounds in the chart below: 

transported, required, licensed, shipped, forwarded, delivered, identified, produced, requested, located, detailed, finished, distributed, 

contaihed, assisted, refrigerated, arrived 

/d/ /ti /Id/ 
required /icensed tronsported 

delivered shipped forworded 

identified produced requested 

detailed finished locoted 

contoined distributed 

arrived ossisted 

refrigerated 
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Unit 3: Handout # 20 

-ed endings! 

The regular past tense and the regular past participle inflections (which occur in the 

perfect tenses and the passive voice) e.g. played, walked, or needed share a common set 

of pronunciation rules. 

The classification of verbs in the different sounds are related to the final sounds of 

the verbs. The final sounds of the verbs could be voiced* sounds (the ones that cause 

vibration in the vocal cords) e.g /v/ or /d/ or voiceless sounds (the ones that do not 

cause vibration in the vocal cords) e.g. /f/ or /p/. 

* All the English vowels are voiced. 

voiced voiceless 

Rules: 

l. When the verb ends in a voiced sound other than /d/, as in open or seal the ending 

undergoes progressive assimilation and is pronounced as /d/. 

2. When the verb ends in a voiceless sound other than /t/, as in stamp or mark the ending also 

undergoes progressive assimilation and is pronounced as /t/. 

3. When the verb ends in /d/ or /t/ sounds, as in wait or expect the ending takes an epenthetic 

vowel (insertion or addition of a sound) and is realized as /Id/. 

1./d/ 2./t/ 3. /Id/ 
Opened Stamped Waited 
Sealed Marked Expected 

Adapted from: 
Celce-Murcia, M.; Brinton, D. and Goodwin J. (1996). Teaching pronunciation: a referencefor 
teachers of Eng/ish to speakers of other languages. Cambridge University Press. 



Activity: 

Classify the following words according to their corresponding sounds in the chart below: 

transported, required, licensed, shipped, forwarded, delivered, identified, produced, 

requested, located, detailed, finished, distributed, contained, assisted, refrigerated, a rrived 

/d/ /t/ /Id/ 

Activity: 

Classify the following words according to their corresponding sounds in the chart below: 

transported, required, licensed, shipped, forwarded, delivered, identified, produced, 
requested, located, detailed, finished, distributed, contained, assisted, refrigerated, arrived 

/d/ /t/ /Id/ 



Transportation 
Operation 

Representative 

Audrey Robinson 

Sarah Miller 1 

Mathew Smith 

Justin Coleman 

1 

Nata/ie Harrison 

University of Costa Rica 
Master's Program in TEFL 
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Logistics Company Exporter 

DHL Robert Owens 

FEDEX 
1 

E/isa Fisher 

1 

Maersk Sealand SallyWoods 

1 Trade Logistics Thomas 
Hudson 

Conqueror Freight Jim E/lis 

Netwotk 

Unit 3: Material #12 

Exporter's Destinatlon Container/ Product Date 
Company Country 

Samsung Australia/ Sydney 20 Pal/ets/ Smartphone August 3rd 

Toyota Singapore 30 Flat Plattforms/Windshields January ¡th 

Boston China 45 Refrigerated Containers/ November 

Scientific Catheters 18th 

Fyffes Germany 100 Crates /Bananas 
1 

June 2nd 

Husky Energy England Containers/ 50 Rack Gas Tanks March 151 
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Unit 3: Handout # 17 

THE 7 STEPS OF INTERNATIONAL SHIPPING 

lnstructions: 

l. In pairs, read the assigned section about steps of international shipping. 
2. Retell what you understood from the section and answer the given question orally. 
3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 
from the question . 

lntroduction 

This article aims to explain the different steps exporters and importers should be aware of before they 

book shipment. There are many people involved in international transportation such as shipping lines, 

booking agents, freight forwarders, and customs house brokers. 

The shipping line is the company carrying cargo at sea . Exporters or importers are likely not to ever speak 

with them or even see documents or correspondence from them. Freight forwarder, however, is the 

logistics provider who will be dealing with the transportation from a shipper to a consignee. 

The shipper is the party of the shipment at the origin; it could be an individual ora factory or seller 

people buy a product from. The consignee is the receiver of the cargo; this could be an individual ora 

company. 

Adapted from: htt.ps://www. tra nsporteca .com/i nternational-shi ppi ng-gu ide/ 

•!• Question: 
e 

ll 

1 

Why are shipping lines important? 

1 

...... - _.,,,-

Use/u/ Language 
In my opinion ... 
Tomy mind ... 
As faras I am 
concerned ... 
I am su re that.. . 
From my point of view .. . 
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THE 7 STEPS OF INTERNATIONAL SHIPPING 

Unit 3: Handout #17 

l. In pairs, read the assigned section about steps of international shipping. 

2. Retell what you understood from the section and answer the given question orally. 

3. Report your ideas. One cfassmate reports the ideas in the text and the other one reports the answer 

from the question. 

l. Export haulage 

The first part of the transportation is export haulage. This relates to the movement of the cargo from the 

shipper's to the forwarder's premises which is always an export consolidation centre (an origin 

warehouse) where the forwarder either has their own people or nominated agents in their control. The 

goods would typically move on road (by truck), rail ora combination . lf it were agreed that the shipper is 

responsible for this part of the transportation, it would typically be arranged through a local 

transportation company. lf, however, the consignee is responsible, it often makes most sense to use a 

freight forwarder who can offer export haulage as part ofthe international transportation.Handling of 

the cargo (loading onto a truck) at the shipper's premises is not considered part of export haulage as it is 

the loading of the truck at the forwarder's premises. 

Adapted from: 

https://www.transporteca.com/international-shipping-guide/ 

•!• Question: 

a 
J 

What is the role of a freight forwarder? 

1 

.... 

Use/u/ Language 
In my opinion ... 
Tomymind ... 

As far as I am 
con cerned ... 
I am sure that ... 
From my point of view ... 
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THE 7 STEPS OF INTERNATIONAL SHIPPING 

lnstructions: 

l. In pairs, read the assigned section about steps of international shipping. 

2. Retell what you understood from the section and answer the given question orally. 

3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 

from the question. 

2. Export customs clearance 

For every shipment leaving a country, customs formalities must take place to meet regulatory 

requirements. Customs clearance is a transaction whereby a declaration is developed and required 

documents are submitted to authorities, and can only be performed by companies holding valid customs 

licenses, so-called customs house brokers.Export customs clearance can either be performed by a freight 

forwarder with a va lid license oran agent appointed by the freight forwarder. Alternatively, it can be 

performed by a customs house broker appointed directly by the shipper, who does not necessarily take 

any other part in the shipping process. The export customs clearance step must be completed before the 

cargo can leave the country of origin, and if not performed by the freight forwarder, often required to be 

completed before the cargo enters the forwarder's origin warehouse. 

Adapted from: 

https://www. transporte ca .com/i nternational-shi ppi ng-gu ide/ 

•!• Question: 

e 
k'1 What documents are submitted to authorities 

for customs clearance? 

~- -..... 

Use/u/ Language 
In my opinion ... 
To mymind ... 
As far as I am 

concerned ... 
/ am su re that. .. 
From my point ofview ... 
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THE 7 STEPS OF INTERNATIONAL SHIPPING 

Unit 3: Handout #17 

l . In pairs, read the assigned section about steps of international shipping. 

2. Retel! what you understood from the section and answer the given question orally. 

3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 

from the question. 

3. Origin handling 

Origin handling covers all physical handling and inspection ofthe cargo from receiving it at the origin 

warehouse till it is loaded on a ship in a container. There are many steps carried out under origin 

handling by many different parties, but all that is coordinated and the responsibility of the freight 

farwarder, oran agent appointed by the freight farwarder. In short, when the cargo is received, it is 

inspected (tallied), planned far loading, consolidated with other cargo, stuffed into a container and 

moved to the port where it is loaded onto a ship.While it is always ultimately the freight forwarder 

performing origin handling, it can be paid by either shipper or consignee, regardless of who actually buys 

the freight farwarding. Far example, if a consignee has decided to user Forwarder A far their import 

shipments, and agreed with the shipper that the shipper must pay far origin charges, automatically the 

shipper will buy origin charges from Forwarder A too. This situation can create sorne friction in case a 

shipper believes the price far origin handling is not at market levels, as they are forced to user Forwarder 

A in this case. 

Adapted from: 

https://www.transporteca.com/international-shipping-guide/ 

•!• Question: 

o 
J 

What is cargo inspection? 

""' 

Use/u/ Language 
In my opinion ... 
To my mind ... 
As faras I am 
concerned ... 
I am sure that. .. 
From my point of view ... 
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Unit 3: Handout #17 

THE 7 STEPS OF INTERNATIONAL SHIPPING 

1 nstructions: 

l. In pairs, read the assigned section about steps of international shipping. 

2. Retell what you understood from the section and answer the given question orall. 

3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 

from the question. 

4. Ocean freight 

The freight forwarder decides on a shipping line to perform the ocean freight from origin to destination 

in arder to meet the required timeline far the shipments. The freight forwarder and the shipping line has 

a contract of carriage far the container, and the shipper or consignee in this case is not subject to any 

direct interaction with the shipping line.The cost of the ocean freight will ultimately be charged to the 

shipper or the consignee. Ocean freight, however, is never the entire costs of shipping from port to port. 

There are multiple surcharges levied in the industry, su ch as bunker adjustment factor and currency 

adjustment factor, which will ali be passed to the shipper or the consignee. 

Adapted from: 

https ://www. tra nsporteca .com/i nternati ona 1-sh ippi ng-gu ide/ 

•!• Question: 

' How much can ocean freight cost? 

--
-4--

Use/u/ Language 
In my opinion ... 
To mymind ... 
As far as I am 
concerned ... 
I am sure that ... 
From my pointofview ... 
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THE 7 STEPS OF INTERNATIONAL SHIPPING 

Unit 3: Handout #17 

l. In pairs, read the assigned section about steps of international shipping. 

2. Retell what you understood from the section and answer the given question oral l. 

3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 

from the question. 

S. lmport customs clearance 

lmport customs clearance can typically begin befare the cargo arrives at its destination country. As far 

export customs clearance, it is a farmality where a declaration is developed and submitted together with 

relevant documents enabling authorities to register and levy any customs duty on the shipment. lmport 

customs clearance is performed by the freight farwarder oran agent of the freight farwarder, or by a 

customs house broker appointed by the consignee.The import customs clearance process must be 

completed prior to the cargo leaving a customs bonded a rea in the country of destination. Typically, that 

mea ns befare the cargo leaves the destination warehouse of the farwarder or the farwarders agent. 

Adapted from: 

https://www.transporteca.com/international-shipping-guide/ 

•:• Question: 
,e, 

( 

What does the phrase "lmport customs 

clearance can begin befare cargo arrives." 

mean? 

..... 

Use/ u/ Language 
In my opinion ... 
To my mind ... 

As far as I am 

con cerned ... 

I 

/ am su re that ... 
From my point of view ... 
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THE 7 STEPS OF INTERNATIONAL SHIPPING 

l. In pairs, read the assigned section about steps of international shipping. 

Unit 3: Handout #17 

2. Retell what you understood from the section and answer the given question oral l. 

3. Report your ideas. One classmate reports the ideas in the text and the other one reports the answer 

from the question. 

6. Destination handling 

As for the origin, cargo handling is also required in the destination before it can be released to a 

consignee. In short, destination handling includes transfer of the container from the ship to shore and 

from the port to the forwarder's destination warehouse. lt also includes preparing the cargo for the 

consignee to collect. Destination handling is covered by multiple destination charges and always 

performed by the freight forwarder oran agent appointed by the freight forwarder. lt can be charged to 

the shipper or consignee, but will always need to be paid in full before the cargo can be delivered to the 

consignee. Again, if the agreement is that the shipper pays for ocean freight, and the consignee pays for 

destination charges, it is in fact the shipper deciding on who the consignee must buy destination 

handling from. As discussed for origin charges, that can create sorne friction or surprises for the 

consignee who has not planned for it. 

7. lmport haulage 

The last step of the transportation is the actual delivery of the cargo to the consignee and it refers to the 

use of trucks as means of transport. lt can either be performed by the freight forwarder ora local 

transportation company appointed by the consignee. lf this part of the transportation is being arranged 

by the shipper, it would normally make sense to use a freight forwarder which can also arrange for 

import haulage. The import haulage typically covers transportation to a specific address, but not 

unloading from the truck, which is the responsibility of the consignee. 

Adapted from: https://www.transporteca.com/international-shipping-guide/ 

••• Questions· . . e 
J 

• What is cargo handling? 
- _,.-

.... 

Use/u/ Language 
In my opinion 
To mymind 
As far as I am concerned 
I am sure that 
From my point ofview 



Answers: 

l. Why are shipping lines important? 

A shipping line is a business that transports cargo a board ships and it is usually a cheaper service. 

2. What is the role of a freight forwarder? 

A freight forwarder, forwarder, or forwarding agent, also known as a non-vessel operating 

common carrier (NVOCC), is a person or company that organizes shipments for individua Is or 

corporations to get goods from the manufacturer or producer to a market, customer or final 

point of distribution . 

3. What documents are submitted to authorities for customs clearance? 

bill of entry, commercial invoice, import license, insurance certificate, purchase order among 

others 

4. What is cargo inspection? 

Cargo scanning or non-intrusive inspection (Nll) refers to non-destructive methods of inspecting 

and identifying goods in transportation systems. lt is often used for scanning of 

intermodal freight shipping containers. 

S. How much can ocean freight cost? 

Freight Costs 

These are the costs incurred by the merchant (e .g. customer /cargo owner) in moving goods, by 

whatever mea ns, from one place to another under the terms ofthe contract of carriage. In 

addition to transport costs this may include such elements as packing, documentation, loading, 

unloading and transport insurance. 

Elements of these costs include: 

Freight - the amount of money due for the carriage of goods, paya ble either in advance or u pon 

delivery. 

Charge - an amount to be paid for the carriage of goods based on the applicable rate of su ch 

carriage, oran amount to be paid for a special or incidental service in connection with the 

carriage of goods. 

Surcharge - an additional charge added to the usual or customary freight. 

The rate depends on the amount of containers. 

6. What does the phrase "lmport customs clearance can begin befare cargo arrives" mean? 

Customs clearance work involves preparation and submission of documentations required to 

facilitate export or imports into the country, representing client during customs examination, 

assessment, payment of duty and co taking delivery of cargo from customs after clearance along 

with documents. However, documents can usually arrive before cargo does. 

7. What is cargo handling? 

Answers may vary. 
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• What's the consignor's lnformation? • What's the consignor's lnformation? 
lt's lowa Corn Growers Association lt's lowa Corn Growers Association 

5505 NW 88th Street 5505 NW 88th Street 
Johnston, IA 50131 Johnston, IA 50131 
515-225-9242 515-225-9242 

• What's the recipient's lnformation? • What's the recipient's lnformation? 
Stanley Zhang & James Liu Stanley Zhang & James Liu 
Heinz(China)Sauce & Condiments Co ., Ltd Heinz(China)Sauce & Condiments Co., Ltd 
Xianchong foodstuffs industrial Xianchong foodstuffs industrial 
Development Zone, Qiao Nan Jie, Panyu Development Zone, Qiao Nan Jie, Panyu 
District, Guangzhou, China District, Guangzhou, China 
511483(0086-20) 84696176, 84697126 511483(0086-20)84696176,84697126 

• What is the port of destination? • What is the port of destination? 
lt's Shanghai Port . lt's Shanghai Port. 

• What is the average whole sale price? • What is the average whole sale price? 
lt's $4,000. lt's $4,000. 

• What is the mea ns of transportation of • What is the mea ns of transportation of 
your choice? your choice? 

The product will be transported by truck. The product will be transported by truck. 

• When should delivery be made? • When should delivery be made? 
lt should be made on Monday, Sept 141

h . lt should be made on Monday, Sept l41
h . 

• What kind of container does the product • What kind of container does the product 
need? need? 
The merchandise requires pallets this time . The merchandise requires pallets this time . 

• Could you please describe the commodity? • Could you please describe the commodity? 
lt's 29 tons of corn with a total of 250 lt's 29 tons of corn with a total of 250 
kilograms. kilograms. 

• What payment method does your company • What payment method does your company 
allow? allow? 

A letter of credit is the way to deal with A letter of credit is the way to deal with 

payment. payment. 

• Which documents does your company • Which documents does your company 
request for freight forwarding? request for freight forwarding? 
A commercial invoice anda packing listare A commercial invoice anda packing listare 

the most important documents. the most important documents. 

• What is the Harmonized System (HS) Code? • What is the Harmonized System (HS)Code? 
lt's 39573029. lt's 39573029. 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Vivian Arguedas Malina 
Assistant: Yajaira Ocampo Monestel 

Lesson Plan# 7 
Date: Mondav. October 261h. 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation with 
customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and 
communicative skills. 
General objective: By the end of the unit the students will be a ble to successfully problem salve, with customers and suppliers, goods delivery 
inconveniences by asking far instructions to follow and offering solutions. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. successfully answer questions related to the tapie of claims about damaged goods. 

2. appropriate identify procedures followed by shipping companies related to claims about damaged goods. 

3. effectively recognize phrases used in customer service. 

4. successfully provide solutions to a customer making a clam about damaged goods by following policies from specific companies. 

S. appropriately identify word stress by stretching a rubber band with their hands a long with oral practice. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus 

1 

Time 
Skills 

1 Routines: T cal Is the roll, writes the date and the objective S,L Questions: 15 min 
on the board, and Ast gives feedback about the previous 1. What delivery issues can merchandise suffer? (5 :00-
class. 2. What mea ns of transportation can be used to carry 5:15) 
Warm-up: Game "The Ship will Sink" merchandise? 

• Ss stand up and walk around the class along with sorne 3. Mention 2 shipping line companies 

music. When the music stops T says "The ship will sink! 4. What customer service phrases can you use to assist an 

Form groups of 4/3/2", and Ss find a group quickly by angry customer? 

hugging each other in arder to survive from the 5. What can a consignee do if the delivered merchandise 

shipwreck. Then the student who did not survive or who was damaged? 

remained alone has to answer a question about the to pie 6. What can a solution far defective products be? 

of claims about damage merchandise. 

• The teacher shares candy with them after the activity. 
Materia Is: 
Material #14 (Answer Key) 

2 Pre-task 1: Shipping Companies & Damaged Goods Policies R,S, L Useful Language 25 min 

• In groups, Ss represent the personnel of a shipping • What was an important procedure? (5:15-
company. They belong to the claims department The company says a customer needs to call the customer 5:40) 
about damaged goods. Ss are given a badge with their service number. 
na mes. • Which of the policies would you like to report? 

• Then they read a text related to specific policies 1 would like to talk about reporting the damaged product. 
followed in the company they represent regarding • How is the -ed ending of the word damaged 
claims about damaged goods. pronounced? 

• After that they make decisions in their groups in arder lt is pronounced as /d/ 
to explain the most important ideas related to the • What is the meaning of damaged goods? 
company's policies regarding damaged goods. lt mea ns that goods are defective because they were not 

• Finally each group gives a short explanation to the well-handled . 
rest of the group. • Do you understand the idea behind this paragraph? 

Materia Is: 1 learned that customers have the right to receive the 

• Handout #22, Handout #22, Material #15 products as they were described . 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



3 Pre-task 2: An Angry Customer over the Phone R, S, L Appropriate Customer Service Expressions 10 min 

• lndividually, Ss read sorne problems from upset • Let me find out what the problem is far you right now! (5 :40-

customers whose merchandise has been broken down • Are you able to hold, sir/ ma'am? 1 need to consult 5:50) 

during the shipping processes in column A. about the problem with the material handlers at the 

• After that, they choose the appropriate customer warehouse. 
service expression in column B. They circle the letter • That product will actually be available next month. 1 
that corresponds to their choice s. can place the arder far you right now and make su re 

• Volunteers share their answers with the rest of the that it is sent to you as soon as it reaches our 

group. warehouse! 

• Helio Mr./Mrs. ~~' Let's get this problem resolved 
far you. l'm going to transfer you to our __ 

Materia Is: specialist who is the best-suited person to answer your 

• Handout # 23 question . 

• Are you able to hold, sir/ ma'am? 1 need to consult 
about the problem with the material handlers at the 
warehouse. 

• l'm so sorry about that, that's very disappointing! 
There might have been a slight mistake in the 
manufacturing process, or perhaps it was damaged 
while being shipped . Can 1 senda new one out to you 
right away? or should 1 send you a full refund? 

• l'm very sorry that our product has been so 
disappointing thus far, Mrs. __ , but if you stay on 
the line 1'11 make sure that we get this situation fixed 
far you. 

• l'm glad we were a ble to get that sorted out far you . 
Befare you go, was there anything else 1 could assist 
you with today? l'm happy to help." 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



4 Task: Damaged Merchandise R,S, L Useful Language 40 min 

Task Phase: • First, you need to ... (5:50-

• T gives instructions and models UL. • After that you require to ... 6:30) 

• In pairs, Ss simulate a telephone conversation between • You should ... 
a customs agent and a customer service representative • lt is necessary ... 
of the shipping company named FedEx. The agent is • Could you please tell me recipient's address? 
angry because the company where he works received • Could you say that again? 
detective goods. Therefore, the customer service • So, you are saying that you can fill out the claim 
representative will use FedEx Claim lnstructions to help form forme, right? 
him. • Could you repeat the webpage? 

Planning Phase: • When will my claim be solved? 
• Ss take turns practicing both roles. They make a real 

phone call over whatsApp. 
Reporting Phase: 

• Sorne Ss present the conversation to the rest of the 
group by acting it out. 

• T gives feedback on the board . 

Materia Is: 

• Handout #24, Material #16 

5 Post-task: Word Stress R,S, L Vocabulary 10 min 
(6:30-

• Ss repeat sorne words with the teacher and they circle merchandise transportation damaged 6:40) 
the vowel that should be stressed in ea ch one. consignee convenient destination 

Then they graba rubber band with their thumbs in 
documentation packaging repairable 

• salvaged 
order to practice the same words aloud while moving 

inspection payment 
manufacturer detective decomposed 

their hands in and out to shorten and lengthen the credit 
rubber band. The rubber band represents the word and 

the longer movement represents the vowel to be 

emphasized. 

Materials: Handout tt 25 

Abbreviations: T=teachcr, Ast=assistant, St= student, Ss=students, L=listening, S=spcaking, R= rcading, W=writing, UL= useful language 
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Unit 3: Handout # 21 

Shipping Companies & Damaged Goods Policies 

lnstructions: 

1. In groups, you will represent the personnel of a shipping company. You belong to the 
claims department about damaged goods. 

2. Read the text. make decisions in your group in arder to tell the class the most 
important ideas related to your company's policies about damaged goods. 

3. Give a short explanation to the CAIT group at UCR to learn about your company. 

Useful Language 

• What was an important procedure? 

The company says a customer needs to call the customer service number. 

• Which of the policies would you like to report? 

1 would like to talk about reporting a damaged product. 

• How is the -ed ending of the word damage_d pronounced? 

lt is pronounced as /d/. 

• What is the meaning of damaged goods? 

lt means that goods are detective because they were not well-handled. 

• Do you understand the idea behind this paragraph? 

1 learned that customers have the right to receive the products as they were 

described. 
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Group # 1 Shipping Company DHL 

-~ ••• 
- --EXPRESS 

To process the claim, all of the following items must be provided : 
A copy of the waybill. if available. 
Documentation supporting the amount claimed- e.g. a vendor/supplier invoice anda 
retail invoice 1. 

lf the item was purchased or sold via the Internet, documentation of that transaction is 
required . 
lf not repairable . a statement from a repair technician confirming the non-repairable 
condition. 
Repair invoice or salvage2 report, if applicable. 
Photographs of the damaged item(s) and packaging 

For quicker claim filing , please zip the files into files limited to 3MB or less and have ready for 
upload. Providing all the documents will allow for resolution of most claims within 30 calendar 
days. 
DHL Express reserves the right to inspect, re-inspect, or salvage any shipment of any value 
when evaluating or resolving a damage claim, therefore ali packaging and contents should be 
retained 3 until the claim is concluded. All inspections4 should be done at the original delivery 
location, failure by the consignee to retain the original shipment and packaging at the original 
delivery location or the failure to make said items available for inspection or retrieval 5 may 
invalidate the claim. 

Adapted from http://www.dhl-usa .com/en/express/resource_center/claims.html 

Glossary 
1. retail invoice: it is an invoice issued by the seller to the buyer for the amount due against the goods 
sold to him. 
2. salvage: it means the rescue of a wrecked or disabled ship or its cargo from loss at sea. 
3. retained package: it relates to the moment when the merchandise has been withheld by customs in an 
effort to verify its value. This happens when the commercial invoice is not included inside of the package. 
4. package inspection : it is the process of determining whether a commodity in a particular lot complies 
with the standard specifications applicable to it or any other specification stipulated in 
the trade contrae!. 
5. retrieval: it means the process of getting something back from somewhere. 
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Group # 2 Shipping Company UPS 

Damage Reported 

Unit 3: Handout # 22 

A shipper or recipient can reporta package that has been damaged during shipment. The shipper can 
also submit documentation in support of the claim online, or by fax or mail , at the time damage is 
reported. In the event that a damaged package is discovered while still in the UPS system. we will 
notify the shipper of record and provide details. Once damage has been reported . you can check the 
status of the claim online, anytime. 

UPS Reviews Documents 
lt is essential that the shipper supplies UPS with documentation that supports the 
actual repair or replacement cost of the merchandise, up to the declared value 1 , as 
requested in the Damage/Loss Notification claim letter. This documentation can be 
provided either when the damage is first reported , or after the Damage/Loss 
notification is issued . Supporting documentation can include original invoices. 
purchase orders, or other information required by UPS. 

Claim Paid 

Once the claim has been approved and UPS receives the supporting documentation identified 
in the claim letter2, payment will be processed . The claim payment3 may differ from the original 
amount requested depending on the documentation provided. Explanation of the difference in 
payment amount, if any, will be printed on the check stub 4

. Typically, claim checks are mailed 
to the shipper's billing address5 on file three to five business days after UPS receives the 
required documentation . In the event the claim is not approved for payment, UPS will contact 
the shipper. 

Adapted from https://www.ups.com/content/us/en/resources/service/claims/hlp/damage_process.html 

Glossary 
1. declared value: 1: the value placed upon imported goods by the importer for clearance through the customhouse. 
2: the value per unit of a shipment as stated by the shipper upon delivery to a carrier usually to obtain a released or 
lower rate. 
2. claim letter: a claim letter is a persuasive letter sent by a customer to a business or agency to identify a problem 
with a product or service. 
3. claim payment: an insurance claim is a formal request to an insurance company asking for a payment based on 
the terms of the insurance policy. 
4. check stub: the stub is the part of a payroll check that includes information about the curren! paycheck as well as 
payments to date. The check stub can also be a carbon copy of a check that is made when the original check is 
written . 
5. billing address: the billing address is where people receive your bank statement for the credit card. 
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Group # 3 Shipping Company Fedex 

Shipment Damaged1 in Transit 

® 
Express 

Unit 3: Handout # 22 

You will need to complete and submit a claim2 via one of the 3 methods below: 

1. Submit claims online at fedex.com/us/claimsonline. 

2. Send written claims, including the completed claim form and supporting 
documentation, via the U.S. Postal Service or fax lf you fax your completed claim form 
and supporting documentation, FedEx will send you a confirmation letter by return fax. 

3. Call customer service at 1.800.GoFedEx 1.800.463.3339 (say "claims") to obtain a case 
number for your claim. and then complete a print copy of the claim form. You may have 
to submit supporting documentation using FedEx Claims Online or the mailing address3 

or fax number listed above. 

• Please keep ali original receipts from your FedEx Office transaction for both packing and 
shipping as these may be required. 

• The recipient must retain 4 the box, packaging materials, and the contents as these may 
be required for inspection during the claims process. 

• We must receive notice of a claim due to damage (visible or concealed) within 60 
calendar days after delivery of the shipment. 

Adapted from http://www.fedex.com/us/office/packandship/packing-pledge.html 

Glossary 
1. package damage: it relates to detective products because of mishandling processes 
2. claim process: claim is a document given to the insurance company stating money is wanted 
for product damages. 
3. mailing address: it is the address at which a person or business receives letters or 
packages, which can be different from the place where they work or live. 
4. retained box: it means that the merchandise has been withheld by customs in an effort to 
verify its value. This happens when the commercial invoice is not included inside of the package. 
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Group # 4 Shipping Company Cerasis 

Ways to lncrease your Freight Damages Claim Amount 

Claim Only the Damaged Portian of the Freiqht Damages in Shipment 

Add to Freight Damages Claim1
: Labor Costs 

Depending on the product, you may need to sort through the freight damages for 
individual products that are undamaged . You may also need to test the products to see if they 
are still in usable condition. 

Repair. Rather than Replace 

Add to Freight Damages Claim: Ali Repair Costs lnvolved 

Carriers typically expect you to repair a product rather than making a ful! replacement. In 
this case, they would reimburse2 you for your repair costs. 

Keep track of all of the costs associated with the repair. Parts, labor, and shipping costs for 
parts ordered in are all fair game. 

Salvage3 When Possible 

Add to Freight Damages Claim: Ful! Value of Shipments That Cannot be Salvaged 

Sorne types of products when freight damages occur should be written off entirely, even though 
sorne of the product appears to be salvageable. Food , drugs, or other products for human 
consumption are treated differently under the law than other product damages. 

Adapted from http://cerasis.com/2014/03/31 /freight-damages/ 

Glossary 

1. freight claim: it is a legal demand by a shipper or consignee to a carrier for financia! 
reimbursement for a loss or damage of a shipment. Freight claims are also known as shipping 
claims, cargo claims, transportation claims, or loss and damage claims. 
2. reimburse: it is what companies do in arder to repay a person who has spent or lost money. 
3. salvage: it is the rescue of a wrecked or disabled ship or its cargo from loss at sea. 
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Unit 3: Handout # 23 

An Angry Customer over the Phone 

lnstructions: 

1. Read the problems from upset customers whose merchandise has been 
broken down during the shipping processes in column A. 

2. Choose the appropriate phrase used for customer service in column B. 
Circle the letter that corresponds to your choice. 

3. Take turns to practice them orally. 

Note: customer service representatives do not take issues personal, they look for 

. solutions and try to establish rapport or empathy with the customer. 

Column A Column B 

Customer 1: Five a) 1 am sorry about the issue with your product. 1 know how 
boxes of Coco you feel. Let me find a solution for you immediately. 
Chanel were 
broken down. b} Sorry sir/ ma'am. 1 do not have any information of your 
How couldn't you cargo. 

notice that?! 

Customer 2: The a) 1 do not have an idea of what the problem in your 
furniture that merchandise is. 
arrived to Ashley 

Store was b) Let me find out what the problem is right now! 
scratched ! 

Customer 3: 5 a) 1 can't get you back that product until next month; it is 
pa ckages of Le vis back-ordered and unavailable at this time. 
pants were 
ripped ! b) That product will actually be available next month. 1 can 

place the arder for you right now and make sure that it is 
sent to you as soon as it reaches our warehouse! 



Customer 4: The a) Helio Mr./Mrs. ! Let's get this problem resolved far - --
orchids sent from you. l'm going to transfer you to our specialist who is ---
Taiwan were not the best-suited person to answer your question. 
fresh ! 

Customer 5: 
Sorne of the 
Calvin Klein 
sunglasses were 

detective. 

Customer 6: 
Twenty boxes of 
crafted beer 

from Germany 

were punched 
out! 

b) Sir/ma'am, my apologies, but l'm going to have to transfer 

your call to the specialized department. 

a) Are you able to hold, sir/ ma'am? 1 need to consult about 
the problem with the material handlers at the warehouse. 

b) Hold on a moment ... 

a) l'm so sorry about that, that's very disappointing! There 
might have been a slight mistake in the manufacturing 
process, or perhaps it was damaged while being shipped . Can 

1 senda new one out to you right away?" or should 1 send 

you a full refund? 

b) Oh sorry. 1 was not in charge of tracking your product. 

Customer 7: The a) Sorry to hear that, but 1 did not arder your merchandise . 
1 parmesan cheese 

was 

decomposed. 1 

b) l'm very sorry that our product has been so disappointing 

thus far, Mrs. but if you stay on the line 1'11 make su re 

want my money that we get this situation fixed far you. 

back. When will 
my refund be 

made? 

Customer 8: 
Thanks far 

solving the 

problem, but we 
wil 1 not req uest 

freight 

transportation 
from this 

company again ! 

a) l' m glad we were a ble to get that sorted out far you . 

Befare you go, is there anything else 1 could assist you with 
today? l'm happy to help. 

b) ... anything else? ... Thanks far calling. 

Adapted from https://www.helpscout.net/blog/ customer-service-scenarios/ 



Answer Key 

Customer 1 

a) 1 am sorry about the issue with your product. 1 know how you feel. Let me find a solution for 

you immediately. 

Customer 2 

b) Let me find out what the problem is right now! 

Customer 3 

b) That product will actually be available next month. 1 can place the order for you right now 

and make sure that it is sent to you as soon as it reaches our warehouse! 

Customer 4 

a) Helio Mr./Mrs. __ ! Let's get this problem resolved for you. l'm going to transfer you to our 

__ specialist who is the best-suited person to answer your question. 

Customer 5 

a) Are you a ble to hold, sir/ ma'am? 1 need to consult about the problem with the material 

handlers at the warehouse. 

Customer 6 

a) l'm so sorry about that, that's very disappointing! There might have been a slight mistake in 

the manufacturing process, or perhaps it was damaged while being shipped. Can 1 senda new 

one out to you right away?" or should 1 send you a full refund? 

Customer 7 

b) l'm very sorry that our product has been so disappointing thus far, Mrs. _, but if you stay 

on the line 1'11 make sure that we get this situation fixed for you. 

Customer 8 

a) l'm glad we were a ble to get that sorted out for you. Before you go, is there anything else 1 

could assist you with today? l'm happy to help. 
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Word Stress 

Unit 3: Handout # 25 

In linguistics, stress in the relative emphasis that may be given to certain 

syllables in a word, orto certain words in phrase or sentence. 

Exercise: 

Stretching wide, heavy, rubber bands while practicing the stressed vowels can 

provide you with a kinesthetic focusing tool to reinforce the contrast in accent. 

Example: 

co mmer cial 

lnstructions: 

• Repeat the words and circle the vowel that should be lengthened. 

• Grab your rubber band with your thumbs and practice the following words by 
repeating them aloud: 

merchandise transportation damaged consignee 

convenient destination documentation packaging 

repairable inspection salvaged payment 

manufacturer defective decomposed credit 

Ada pted from https:/lwww. teso l. o ry;Jco nnect/ tes ol-resou rce-center / sea rch-deta i Ls / teachi ng­

ti ps/2013/ 11/ 06/ teach in g~nro nu nciatio n-u si n g-the-_prosody~pyra m id 
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Unit 3: Material tt 14 (Answer Key) 

Game: The Ship will Sink 

Questions 

1. What delivery issues can merchandise suffer? 

Sorne possible problems are damaged goods, loss of merchandise, delay of cargo or even wrong 
product. 

2. What mea ns of transportation can be u sed to carry merchandise? 

Sorne examples are airplanes, ships, trucks or trains. 

3. Mention 2 shipping line companies 

Sorne shipping companies are Fedex, Hapag-Lloyd, Maersk Sealand and DHL. 

4. What customer service phrases can you use to assist an angry customer? 

• ''l'm so sorry that you feel this way, Mrs Brown ... " 

• "As a solution, may 1 suggest that ... ?" 

• "What 1'11 do right now is ... " 

• "We really do appreciate this feedback, Mrs Brown ... " 

• "May 1 arrange far an update call, ata time most convenient far you?" 

5. What can a consignee do if the delivered merchandise was damaged? 

They need to fill out an online claím form or call the customer service representatives at the 
corresponding shipping line. 

6. What can a solution for detective products be? 

Customers can get money back or they can request the shipping of new items. 



. University of Costa Rica Unit 3: Material #15 
"' , .--_JI.... Master's Program in TEFL 
;, / V. Arguedas & Y. Ocampo .. ,,, 

"~r,~'f'll':t••"~ 

Lourdes Priscilla 

EXPRESS EXPRESS 

Manuel Blanca 



Rodrigo 

Express 

Camila 

® 

Express 

Brenda 

Express 

Kevin 

Express 



Nelson Jose 

Michelle Viviana 



Ana Natalia 

<(<(cerasis™ ~cerasis· 



lAIT 

,t t'":' 

~. J;..;~·'I·'• ·• • L,i/' .. -:-

University of Costa Rica 

Master's Program in TEFL 

V. Arguedas & Y. Ocampo 

Damaged Merchandise 

Role A 
You are an express support service agent at 
FedEx shipping company. This position 

requires assistance to people over the 

phone. 

Situation: 

A customs agent calls to make a claim about 

defective merchandise. Guíde this person to 

follow the right process by using FedEx 
claim instructions and customer service 

language. You can also help the customer 

fill out the claim form online if it is required. 

Damaged Products 

Unit 3: Material #16 

Damaged Merchandise 

Role B 
You are a customs agent calling FedEx 
shipping company. Ask for assistance, follow 

the instructions, take notes, and ask for 

clarification if needed. 

Situation: 

Make a claim about defective products 

delivered to your company. 

You feel angry because the company where 

you work needed the product urgently. You 
want a solution now. 

Note: Make up the information in the claim 

form if necessary. 

lS from SO General Electric and lS General Damaged Products 

Electric Flat Screen TV's are broken down. lS from SO General Electric and lS General 

Electric Flat Screen TV's are broken down. 

Useful Language 

• First, you need to ... 

• After that you require to ... 

• You should ... 

• lt is necessary ... 

• Could you please tell me the 
recipient's address? 

Useful Language 

• Could you say that again? 

• So, you are saying that you can fil! out 

the claim form forme, right? 

• Could you repeat the webpage? 

• When will my claim be solved? 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Yajaira Ocampo 
Assistant: Vivían Arguedas 

Lesson Plan #8 
Date: October 3!51, 2016 

Unit Goal: By the end of the unit, the students will be able to effectively exchange information about customs and trade negotiation with 
customers, colleagues, and suppliers vía telephone, video chat, or tace to face by using appropriate structures, vocabulary, register and 
communicative skills. 

General objective: By the end of the unit, the students will be able to successfully problem solve, with customers and suppliers, goods 
delivery inconveniences by asking for instructions to follow and offering solutions. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. properly get involved in problem-solving contexts related to goods deliveries by ordering sentences and questions. 

2. appropriately give instructions or offer a solution to a goods delivery inconvenience by reacting to a situation. 
3. successfully problem salve a goods delivery inconvenience with a supplier by asking for instructions to follow and offering 

solutions. 

4. correctly stress words. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

1 

1 

Routines: Greetings, write the date, and call the roll ' Vocabulary 15 
• T gives feedback from last lesson. s -Merchandise, color, brand, size, model, shortage, average, min 

• T reads the objective on the whiteboard. customs documents, container, report, broken, etc. (5:00-
UL 5:15) 

Warm up: Problem-solvlng Contexts Does this part go first? 
•In pairs, Ss arder a given sentence or question. Then Yes, it definitely goes first. 

' they post the sentences and questions on the board. No, it should begin with 
• T asks them to substitute the underlined words for 

appropriate synonyms or similar ideas orally. All the Does this sentence/question have sense for you? 
students participate. T writes the words on the board. Yes, it does. 

Materials: No, it doesn't. lt should be rearranged. 
Material #17: Disorganized sentences or questíons 

2 Pre-task 1: Reacting to Goods Delivery R Vocabulary 25 
lnconveniencesl w - Merchandise, color, brand, size, model, shortage, average, min 

• Ss catch colorful fish with fishíng lines. Each colorful L customs documents, container, report, broken, etc. 
físh corresponds to either an ítem Costa Rica usually s 1 -ltems: bu lbs, hydroelectríc turbínes, mílking machines, medica! ' 

imports or a prize. sterilizers, milling machines, weaving machines, grain grinder (5 :15-
• Ss who get an item, look for the picture of the machines, spark plugs, tin bars, and drills. 5:40) 

corresponding item into a big container. Ss will also 
find there a goods delivery inconvenience attached to UL 

sorne of the pictures. What instructions or solution do you suggest for this goods 
1 • Ss react according to the goods delivery delivery inconvenience? 

1 

inconveniences they get by writing a possible phrase -1 suggest something like "Sorry for the inconvenience. Ido not 

to give instructions orto offer a solution. know what could have happened. We wíll send you the items 

• After that, Ss, in pairs, act out the problem and the with the right brand as soon as possible" Do you agree? 

solution in front of the class. -Well. 1 think it is too long. Let's only say .. / Yes, 1 agree with you, 

• Finally, they put the merchandise in the container but let's keep it simple by saying "Sorry for the inconvenience. 
1 

again. We will send you the items with the right brand as soon as 

Materials: possible." 

• Material #18: Goods delivery inconveniences 

1

-Perfect! lt sounds good. 

• Material #19: Colorful fish, fishing lines, pictures 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Strategies Time 
Skills 

3 Main task: Problem Solving Goods Delivery lnconveniencesl R Vocabulary Asking for 10 
• Task phase: Based on different situations according to pictures L - Merchandise, color, brand, size, model, clarificatio min 

about goods delivery inconveniences, Ss problem solve the specific s design, shortage, overage, customs documents, n (already (5:40-
situation given to them. Ss are either a supplier from China ora container, report, broken, etc. taught) 5:50) 
customs agent from Costa Rica. Ss perform a telephone call. T and 
Ast modelan example. UL 

• Ss make decisions about what to say and practice the conversation This is . r m calling from Costa Rica 

by using the UL. beca use ... lOmin 

• Planning phase: T, Ast, and Ss arrange the chairs in four lines in -The imported from China Light (5 :50-

each side of the classroom. Ss do not face each other. T asks Ss to Hometrend are different in .... 6:00) 

carry out the WhatsApp call formally andas natural as possible. -There is a shortage/overage of ... 

They only play one role and they take notes of important details. -How can we fix this problem? 

• T takes notes of errors. - What are the new delivery conditions? 30min 

• Reporting phase: All the pairs share their conversations with the -Will you be responsible for the extra costs? (6:00-

class by playing the other role . - What incoterm will you use in this 6:30) 

• T provides feedback and corrects errors. opportunity? 

Materials: 

1 

- When will the merchandise be sent again? 

• Handout #26: Situation, roles, and UL. - Can you send me the new invoice number via 

•Material# 20: Pictures with different items and problems 
e-mail, please? 
-Thank you very much/Have a nice day. 

4 Post-task: Stressing In pairs L Delivery, inconvenience, distribute, incoterm, lOmin 
• In pairs, Ss stress given words in front of the class. They sit down s invoice, differ, e-mail, shortage, overage, (6 :30-

and prono unce the word. Ss only stand up when they consider the forwarder, address (vb and n), report (vb and 6:40) 
primary stress is. Each partner approves or disapproves the word n). 
stress done by his/her partners. UL 

Great jobl 
Very goodl 

Materials: Rightl 

•Material #21 List of words 
Try it again. 
lt's not right, can you do it again? 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Problem Solving Goods Delivery lnconveniences! 

Situation: In pairs, imagine you are a customs agent (Role A) and you call the representative of 

Chino Light Hometrend Compony (Role B) to salve a delivery inconvenience about a 

merchandise imported and stored in Alfipac, Caldera sorne days ago. 

• Represent QQ.!y one role. 

• Use the picture given by the teacher and the useful longuoge below. 

Role A: Customs Agent 

You work as a customs agent in Costa Rica. Call the supplier from Chino Light Hometrend in arder to 

problem salve a delivery inconvenience of a specific item (picture) stored in Alfipac, Caldera. 

Role B: Supplier 

You are Mr./ Mrs./Ms. Lee and you work for Chino Light Hometrend Compony. Give instructions ora 

solution to the customs agent related to a delivery inconvenience of merchandise your company sold. 

Useful Language 
Role A: Rol~ B: 

-Good afternoon Mr./ Mrs./Ms Lee. This is Mr./ -China Light Hometrend. Mr./ Mrs./Ms speaking. How can 1 
Mrs./Ms (your last name). l'm be of assista nce? 
calling from Costa Rica beca use ... -What was the problem ?/ What was your inconvenience? 
-The imported from China Light -l'm sorry to hear that. There might have been a ... 

Hometrend differ from .. .. -Well, we will be responsible for .. ./We cannot be 
-There is a shortage/overage of ... responsible for ... 
-How can we fix this problem? -First, we need you to ... 
- What are the new delivery conditions? -Could you give me your e-mail address to ..• ? 
-Will you be responsible for the extra costs? -Also, we need you to send usa copy of ... 
- What incoterm will you use in this opportunity? - Well, since the delivery inconvenience was ... , the 
- When will the merchandise be sent again? company will be responsible for ... 
- Can you send me the new invoice number via e- -China Light Hometrend will be in charge of .. . under ___ 

mail, please? conditions. 
-Thank you very much/Have a nice day. -The merchandise will be sent at ... 

- Again, we are sorry for the inconvenience about .... China 

Light Hometrend .... 

AskLns for clarification: 
Could you speak a little louder, please? Excuse me how do you spell that? 
1think1 have a connection problem. Can you call Can you say it again, please? 
you back? What do you mean by that? 
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Problem-solving contexts 

l. We are calling to inform you about a goods delivery problem we had. 

2. The items do not match the color reported in the commercial invoice. 

3. One of the items shi¡pped was broken . 

4. There is a shortage of items. 

Unit 3: Material 17 

S. Can you send us pictures to prove the merchandise was shi pped in that contaj ner? 

6. Are we going to work under CIF conditions again? 

7. Can you send me the new invoice number via e-mail? 

8. Since the delivery inconvenience was our mistake, the company will be responsible for the 

ne"Y delivery costs. 

Answer key: 

l. We are callin g/contacting you/writing to inform you ªº-out/ reporta goods delivery 

problem / inconvenience we had. 

2. The items do not match/correspond to the color/brand/size/modef/design/quantity reported 

in the commercial invoice/ packing list/bifl of lading. 

3. One of the items/goods shipped /imported was broken/damaged. 

4. There is a shortage/overage of items/merchandise. 

S. Can you send us pictures/ documents to prove the merchandise was shipped /put in that 

container /ship/truck? 

6. Are we going to work under CIF /FOB/Ex-Works conditions again? 

7. Can you send me the new invoice number/delivery conditions via e-mail? 

8. Since/ dueto the fact the delivery inconvenience/prob/em was our mistake/fau/t, the 

company will be responsible for the new delivery costs/ the responsibilities. 
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Reacting to Goods Delivery lnconveniences! 

Unit 3: Material 18 

l. This is _ _ ~, a customs agent from Costa Rica. 600 of the 1750 light bu/bs 

Mercury Lane exported to our company are not the brand we requested . How can 

we fix this problem? (General Electric-Best Value) 

2. This is ___ from Costa Rica. We imported 235 weaving machines, but three of 

them differ in size with the enes reported in your packing list. What can we do about 

it? (large-small) 

3. This is ____ and 1 call from Costa Rica. We unloaded 352 Bridgeport milling 

machines at Servica, but two of them have a different color according to the 

commercial invoice. What procedures should 1 follow to change the items? (green-

blue) 

4. This is and 1 call from Costa Rica. We received 495 DeWalt drills, but ----
twelve of them have a different model according to the commercial invoice. How 

are you going to solve this inconvenience? (dw235g-dw130v) 

5. This is ____ from Costa Rica. 1 call to reporta shortage of merchandise. 175 

MarrodaN medica/ sterilizers were imported from your company, but only 174 were 

shipped. Could you send the missing item, please? 

6. This is ____ from Costa Rica. 1 call to reportan overage of merchandise. 89 

Manus milking machines were imported, but you shipped 90. 

7. This is ___ ~ from Costa Rica. I call to reporta shipment with 3 hydroelectric 

turbines that did not arrive at the port today as agreed. 
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325 Apple IPads 

3750 yards of assorted 

fabric 

Unit 3: Material 20 

35 Husqvarna scythes 

98 black Epson projectors 

---
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inconvenience 

distribute 

incoterm 
invoice 
e-mail 
differ 
report (noun} 

shortage 

average 
forwarder 
delivery 

address (verb} 

address (noun} 

report (verb} 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Yajaira Ocampo 
Assistant: Vivian Arguedas 

Lesson Plan #11 
Date: November gth. 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation with 
customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and 
communicative skills. 

General objective: By the end of the unit, the students will be able to successfully problem solve, with customers and suppliers, goods 
delivery inconveniences by asking for instructions to follow and offering solutions. 

Specific objectives: By the end of the lesson, the students will be able to: 

1. correctly distinguish minimal pairs samples. 

2. appropriately offer a solution by reacting to a specific goods delivery inconvenience. 
3. appropriately identify strengths about their learning process and field of expertise. 
4. successfully communicate with stakeholders to carry out customs and trade processes. 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

1 Routines: Greetings, write the date, and call the roll R Vocabulary 10 
L They-day, this-these, ships-chips, boat-vote, berry-very, thanks- min 

• T reads the objective on the whiteboard. s tanks, cart-card. (5:00-

Warm up: Balloonsl UL 5:10) 

• Each St is given a balloon with a word inside. He/she -1 got the word seat. Who has a word that has a different 

ties it to his/her ankle and tries to explode other pronunciation? 

classmates' balloons. -1 do. 

• Each time Ss explode a balloon they take the word How do you pronounce this word? 

inside. Once all the balloons are exploded, they look -sit 

for a classmate that has a word that seems to be 
similar, but differ in pronunciation. The Ss post the 
words on the board. Both Ss pronounce the words in 
front of the class. Ss make emphasis on the 
underlined sounds in arder to distinguish them. 

• Materials: 
Material #25: balloons and words 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

2 Pre-task 1: Target Shootingl R Vocabulary 
1 

20 
• Ss voluntarily go in front of the class and throw the l - Merchandise: defibrillators, disposable diapers, min 

darts. By throwing the darts, they get a number anda s electrocardiograph machines, barometers, stamps, etc. 
1 

color. The number and color correspond to either a 
specific situation from objective 1, 2, or 3 ora prize UL 

1 (5:10-
su ch as candy or chocolate. Darts: 5:30) 

• Based on what they get, they act out the given lt's my turn! 1 made it! 
situation. Ss are given a picture in every situation as Objective 1: 
reference. What are the steps for exporting/importing merchandise? 

• Finally, they put the pictures in the container. How can 1 get my export license/company ID number? 1 

Materials: How much do 1 usually have to pay in taxes? 

• Material #26: A dart board, pictures, prizes, 

1 

Where can 1 find a good forwarding agent in Costa Rica? 

objectives, and situations What procedures should 1 follow for ... ? 

1 

Qb'¡ectiv~ 2: 
l'm calling to coordinate the logistics process for .... 1 want to 
import from .... What services does your company offer? l'm 
interested in ..... 1 need .... 1 also need .... What will your 
responsibilities be? 
What means of payment do you usually use? 

When will the merchandise be delivered to my company? 
Ob~ctive 3: 
This is . l'm calling from Costa Rica because ... 
-The imported from your company are different 
in .. .. 
-How can we fix this problem? 
-Sorry for the inconvenience, our company will be responsible 
for .... 1 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj Procedures Macro Language focus Strategies Time 
Skills 

3 Pre-task 2: My Work Field 1 L UL 10 

• Ss use a mock-up related to ships, loading, and trucks s This represents ... min 

and they saya few words related to what this process What 1 see here is ... (5:30-

means in their lives and major. Also, they reflect This means .... to me. 5:40) 

about their learning process during the course. Ss 

share their thoughts to the class as a final reflection. 

Materia Is: 

• Material# 27: A mock-up related to exporting and 
importing merchandise 

4 Exam 3 R Objectives: 60 

• Ss perform an oral exam in pairs or groups of three. L 11. Appropriately explain customs regulations or procedures to min 

The groups are arranged randomly. s advise customers when importing and exporting (5:40-

• Ea ch group picks a situation with roles related toan merchandise. 6:40) 

objective from unit 3 in order to present it in front 2. Successfully carry out import and export arrangements by 

of the teachers. negotiating logistics and transaction processes with 

• Ss have from 1 to 2 minutes in order to make customers and suppliers. 

decisions in English about the situation and roles. 3. Successfully problem solve, with customers and suppliers, 

Then they have from 4 to 5 minutes to present the goods delivery inconveniences by asking for instructions to 

given situation. follow and offering solutions. 

• After each performance, Ss leave the class . 

Materials: 
• Exam 3:Written instructions, objectives, situations 

and roles 

Abbreviations: T=teacher, Ast=assistant, St= student, Ss=students, L=Iistening, S=speaking, R= reading, W=writing, UL= useful language 
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Objectives 

Unit 3: Material 26 

l. Explain customs regulations or procedures to advise customers when importing and 
exporting merchandise. 

2. Carry out import and export arrangements by negotiating logistics and transaction processes 

with customers and suppliers. 

3. Problem solve with customers and suppliers goods delivery inconveniences by asking for 

instructions to follow and offering solutions. 

Situations 

Objective 1: 
~ituation 1: In pairs, imagine you are a customs agent (Role A) who receives a telephone call from 

a novice Japanese customer (Role B) living in Costa Rica and consulting about the basic steps to 

import and export products such as disposable diapers. 

Obiective 2: 
Situation_l: In pairs, imagine you are a logistics agent from Fedex (Role A) who receives a 

telephone call from a customs agent (Role B) in order to coordinate the logistics process for the 

import of 14 Kenz defibril/ators from the US to Costa Rica. 

Situation 2: In pairs, imagine you are a freight forwarder from DHL working in Korea ( Role A) and 

you receive a phone call from a customs agent from Costa Rica (Role B) in order to coordinate the 

distribution of stamps for legal transactions in Costa Rica. 

Objective 3: 
_Situation 1_: In pairs, imagine you are a customs agent (Role A) who calls the representative of 

UPS (Role B) to solve a delivery inconvenience about 45 barometers of a different model 

imported and stored in Servica sorne days ago. 

Situa_tion 2: In pairs, imagine you are a support service agent working for Apex (Role A) and 

assisting a customs agent from costa Rica (Role B) who claims about 6 electrocardiograph 

machines of a different brand that just arrived to his/her office. 



Disposable diapers 6 electrocardiograph 

45 barometers 
(Models: Endurance 11 

135- Endurance 11 
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machines (Brands: Welch-Kenz) 

14 Kenz defibrillators 
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Customs Administration and Intemational Trade 

Total Points: 50 points 
Points obtained: ----

(CAIT) 

Exam 3 (20%) 

lstSURNAME 

Grade: ------

TEST ADMINISTRATORS 

Vivian Arguedas Malina & Yajaira Ocampo Monestel 

INSTRUCTIONS 
l. Pairs wíll be arranged randomly. 
2. Each pair will pick a situation with roles related to an objective from unit 3 in arder 

to present it in front of the teachers. 
3. You will have from 1 to 2 minutes in arder to make decisions with your partner in 

English about the situation and roles. Then you will have from 4 to 5 minutes to 
present the given situation. 

4. Reading is not allowed. 
5. After your performance, you can leave the class. 



Exam-Situations 

OBJECTIVE 1 

Appropriately explain customs regulations or procedures to advise customers when 

importing and exporting merchandise. 

Sitl.J¡;ition 1: In pairs, imagine you are a customs agent (Role A) who receives a telephone 

call from a novice English-speaking customer (Role B) living in Costa Rica and consulting 

about the basic steps to import and export merchandise. 

Role A: Customs Agent 

You work as a customs agent in your own office. Explain the basic steps to export and import 

merchandise to your customer. 

Role B: English-Speaking Customer 

You are from United Kingdom (UK), but now you live in Costa Rica. You have a capital of $170, 

000 and you want to become a businessman/businesswoman and import medical equipment 

from Medisave Uk since it is the best company producing this type of equipment. Call the customs 

agent and ask him/her what the basic steps for importing and exporting merchandise are. 

Sit1J;:ition 2: In pairs, imagine you are a customs agent (Role A) who receives a telephone 

call from an inexperienced English-speaking customer (Role B) living in Costa Rica and 

consulting about the basic steps to export merchandise from Costa Rica. 

Role A: Customs Agent 
You are an experienced customs agent who has his/her own business and office in Costa Rica. An 

inexperienced English speaking customer cal Is to ask you about the initial steps to export Costa Rican 
organic products to Australia. You provide information about the logical stages in order to start exporting. 
Use information related to the measures the WTO refers to. 

Role B: An English-Speaking Customer 

You are an Australian businessman/ businesswoman who has been making a living for years by 

selling organic food in Costa Rica. However, you are convinced of exporting your flowers to 
Australia. You calla customs agent to find out about the initial process of exporting since you are 

inexperienced in this field. 



OBJECTIVE 2 

successfully carry out import and export arrangements by negotiating logistics and transaction 
processes with customers and suppliers 

Sityation 1: In pairs, imagine you are a logistics agent from Apex Logistics Jnternational 
(Role A) and you receive a telephone call from a customs agent (Role B) in order to 

coordinate the logistics process for the import of car parts from the U.S. to Costa Rica. 

Role A: Logistics Agent from Apex Logistics lnternational 
You are Mr. Lynch and work for Apex Logistics lnternational in the U.S. and you hold a telephone 
call with a customs agent from Costa Rica. Negotiate warehousing, transportation, freight 
forwarding, and distribution of merchandise with him/her. Try to persuade your customer. 

Role B: Customs Agent 
You work as a customs agent in Costa Rica. Call the logistics agent from Apex Logistics lnternational 
in order to coordinate the logistics process for the import of car parts from the U.S. to Costa Rica. 
Negotiate warehousing, transportation, freight forwarding, and distribution of merchandise with 
him/her. 

Situation 2: In pairs, imagine you are a freight forwarder from Fedex ( Role A) who 

receives a phone call from a customs agent (Role B) in order to coordinate the distribution 

of a specific amount of boxes of cereal to Singapore. 

Role A: Freight Forwarded 
You are a freight forwarder who works for Fedex in the U.S. Today an agent is requesting the 
distribution of a specific amount of boxes of cereal to Singapore over the phone. He/she requests 
the merchandise to be sent by ship. 

Role B: Customs Agent 

You are a customs agent calling a freight forwarder who works for Fedex in the U.S. in order to 
coordinate the distribution of a specific amount of boxes of cereal to Singapore. The merchandise 
needs to be sent by ship. 



OBJECTIVE 3 

1 
Successfully problem solve with customers and suppliers goods delivery inconveniences by asking 

for instructions to follow and offering solutions 

Situation 1: In pairs, imagine you are a customs agent (Role A) who calls the 

representative of Jopan Universal Electronics (Role B) to salve a delivery inconvenience 

about a merchandise imported and stored in Telisa, Limón sorne days ago. Use the picture 

given by the teachers. 

Role A: Customs Agent 

You work as a customs agent in Costa Rica. Call the supplier from Jopan Universal Electronícs in 
arder to problem salve a delivery inconvenience of a specific item (picture) stored in Telisa, Limón. 

Role B: Supplier 

You are Mr./ Mrs./Ms. Zhuang and you work far Jopan Universal Electronícs . Give instructions ora 
solution to the customs agent related to a delivery inconvenience of merchandise your company 
sol d. 

Situation 2: In pairs, imagine you are a support service agent working far UPS (Role A) 

and assisting an angry customer (Role B) who is claiming about damaged products that 

just arrived to his/her door. 

Role A: Support Service Agent 

You are an express support service agent who works at UPS shipping company. This position requires 
assistance to people over the phone. A customs agent calls to make a claim about defective 
merchandise. Guide this person to fallow the right process to make the claim. 

Role B:Customs Agent 

You are a customs agent calling UPS shipping company. Make a claim about defective products 

delivered to your company. You feel angry because the company where you work needed the product 
urgently. You want a solution now. Ask for assistance, fallow the instructions, take notes, and ask far 
clarification if needed. 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Vivian Arguedas Malina 
Assistant: Yajaira Ocampo Monestel 

Unit 3 Lesson Plan #9 
Date: Wednesdav. November 2"d, 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation wit h 
customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, register and 
communicative skills. 

General objective: By the end of the unit the students will be a ble to successfully problem solve, with customers and suppliers, goods 
delivery inconveniences by asking for instructions to follow and offering solutions. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

l. a'ppropriately identify one of the inconveniences related to shipping merchandise. 

2. successfully recognize steps in the procedure offinding missing merchandise. 

3. effectively identify collocations related to missing merchandise by listening to clues. 

4. successfully assist a customer by filling out a claim form of merchandise loss over the phone. 

S. correctly simulate a conversation over the telephone offering solutions to any inconvenience in logistics processes. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Time 
Skills 

Routines: greetings, write the date, & call the roll 
L, S Phrase: 1 purchased 4 crates of a baking equipment 10min 

1 Warm-up: Telephone Game model BT00243 that weighed 1815 kgs 30 days ago (5:00-5:10) 

• The students' seats are arranged in a circle and they and it is lost in the way! 
have to pass on a message given by the teacher softly. 
lf ss do not understand the message, they can say 
"Operator" for the previous student to repeat it. 

• The last student reports the message, the teacher 
confirms it, and then she writes the topic on the 
board. 

Materia Is: 
• No materials 

2 Pre-task 1: Where is my merchandise? R, S, L Useful Language: 15 min 

• lndividually, ss read steps sequenced incorrectly to • What procedure do you think goes first? (5:10-5:25) 
find missing merchandise. 1 think customers need to ... first. 

• In pairs, ss write numbers to sequen ce the steps • What is the next step? 
correctly. 1 believe the following stage in the procedure is ... 

• Volunteers share their answers with the group . 
Vocabulary: ' 

Materia Is: current status, search request, mail search, refund 
1 

• Handout #27 request, file a claim 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



3 Pre-task 2: What are those collocations? l Vocabulary: 115 min 
• The group is divided into two to participate in a • domestic claim {5:25-5 :40) 

competition. They form two lines facing the board. • online claim 

1 
• T reads sorne clues related to collocations for ss to • tracking number 

identify the right concept posted on the board. They take • shipping date 
turns to represent the group leading the line, running and • package information 
touching the collocation they consider is the correct one. • lost package 

• The group that gets more words is the winner. • search request 
• At the end of the activity ali the students are given an • confirmation e-mail 

answer sheet handout. • refund request 

• insured item 
Materia Is: 

• Handout #28, Material #22 

4 Task: Merchandise Loss S, L, R Useful Language 40min 
Questions {5:40-6:20) 

Task Phase: 1. What's the reason for your claim? 

• T gives instructions and models UL. 2. What's your tracking number? 

• In pairs, Ss simulate a telephone conversation between a 3. What's your shipping date? 

customer and a customer service representative of the 4. Could you please describe the products to me? 

shipping company named UPS. The agent is assisting the 5. Could you please give me a nickname to identify the 

customer to fill out a merchandise claim form for him/her claim later? 

over the phone, beca use the customer's system is down. 6. Befare submitting the claim, 1 need your e-mail 
address. Could you please spell it slowly? 
7. 1 will send you a confirmation e-mail. Is there 
anything else 1 can do for you today? 

Planning Phase: 

• Ss take turns practicing both roles. They make a real Answers 

phone call over WhatsApp. 1. 1 need to claim about cargo loss. 
2. lt's 1Z5937201189973776 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Reporting Phase: 3. lt was on July 71h. 

• Sorne Ss present the conversation to the rest of the group 4. The company purchased ... 
by acting it out. (amount/weight/size/brand/price) 

• T gives feedback on the board . 5. Sure. Please write ... (nickname) 
6. lt's guicktechlO@mail.com 

Materia Is: 7. No. Thanks for your servicel/ Yes please, could you 

• Material #23 track the product requested 5 days ago? 
8. Oh, one more question ... 

Confirmation of lnformation: 
Questions 
l. Are you following me? 
2. Is that clear? 
3. Sir/ Ma'am, are you still there? 
4. Could you say that again, please? 
5. Is the procedure clear or would you like me to 
repeat any of the steps? 

Confirmation of lnformation: 
Answers 
l. Sure, thanks. 1 am taking notes. 
2. No, could you please say that again? 
3. Yes, 1 am listening. 
4. Absolutely! 1 said the delivery date was on January 
3rd. 

5. Yes, thanks for your assistancel 

5 Post-task: ln-class Project #2 Simulation S,L Vocabulary 

• Two of the pre-determined groups present their Pre-determinin g situations: 20min 
simulations in front of the class. A. Explaining customs regulations or procedures to (6:15-6:40) 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



• Teacher and assistant evaluate them, and sorne other advise customers when importing and exporting 

students provide feedback by using a peer assessment merchandise (Priscilla and Ana María). 

form. C. Problem solving with customers and suppliers goods 

Materia Is: delivery inconveniences by asking for instructions to 

• Oral Rubric, Peer Evaluation Form #4 follow and offering solutions (Brenda and Blanca). 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 
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Where is my package? 

Steps to Find Missing Merchandise 

1. Check Current Status 

Unit 3: Handout # 27 (Answer Sheet) 

Befare starting the search, check the tracking to see its current status. 

2. Submit a Search Request 

lf the package has not arrived after 7 business days, submit a missing mail search request with 
the information such as sender mailing address, recipient mailing address, size and type of 

container or envelope you used. Then, identify information such as your tracking number and 

the mailing date from your mailing receipt, and description of the contents such as the brand, 
model, color, size, or pictures that could help recognize the ítem. 

3. Mail Search 

When the company receives the missing mail search request, the customer will get a 
confirmation e-mail as well as periodic updates about the search. lfthe package is found, we 

will send it to the address you provided. 

4. Requesting a Refund 

lf customers use a service with a money-back guarantee they are a ble to request a refund if the 

process of search fails and the product is not sent at ali. 

S. File a Claim 

lf the package included insurance and all the steps previously followed failed, customers may be 

a ble to file an insurance claim no later than 60 days from the date of mailing. 

https: //www. usps.com/hel p/missing~mail . htm 
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Where is my package? 

Unit 3: Handout # 27 

lnstructions: In pairs, organize the steps from 1 to 5 for finding missing merchandise. 

----Mail Search 
When the company receives the missing mail search request, the customer will get a 
confirmation e-mail as well as periodic updates about the search. lf the package is found, we 
will send it to the address you provided. 

File a Claim 
--~~~ 

lf the package included insurance and all the steps previously followed failed, customers may be 

a ble to file an insurance claim no later than 60 days from the date of mailing. 

Check Current Status ----
Before starting the search, check the tracking to see its current status. 

____ Requesting a Refund 

lf customers use a service with a money-back guarantee they are a ble to request a refund if the 
process of search fails and the product is not sent at all. 

--~~Submit a Search Request 
lf the package has not arrived after 7 business days, submit a missing mail search request with 
the information such as sender mailing address, recipient mailing address, size and type of 

container or envelope you used. Then, identify information such as your tracking number and 
the mailing date from your mailing receipt, and description of the contents such as the brand, 
model, color, size, or pictures that could help recognize the item. 

https:l/www.usps.com/ hel f?lmissing-mail.htm 
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Collocations 

Unit 3: Handout #28 (answer sheet) 

1. Domestic claim: a customer is requesting the product back within the same country. 

2. Online claim: a customer is filling out a form by using a webpage. 

3. Tracking number: it is an identification given to packages when they are shipped. 

4. Shipping date: this is the time when a company sends the cargo. 

S. Package information: relevant data to identify a product such as port of destination, 

size, type of container, model, etc. 

6. Lost package: the merchandise did not arrive after 30 days ar the date expected. 

7. Search request: a customer submits the information of the product if the package did 

not arrive after 7 days from the expected date. 

8. Confirmation e-mail: this notification will tell the customer a process has been done 

correctly. 

9. Refund request: a customer is requesting the money back because the merchandise was 

never delivered. 

10. lnsured item: it covers the financia! cost of repairing ar replacing items. 

Adapted from 

htt ps:U www.usp s.com/ help/cla ims. htm 

https:ljwww.usps.com/ helg/m issi ng-ma i 1. htm 
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• Domestic Claim 

• Online Claim 

• Tracking Number 

• Shipping Date 

• Package 

• lnformation 

• Lost Package 

• Search Request 

Unit 3: Material #22 

• Confirmation E-mail 

• Refund Request 

• lnsured ltem 
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Merchandise Loss 

Role A: UPS Customer Service Agent 

You are a customs agent 

representative who works for U PS. 

Assist a customer to fill out a claim 

form about merchandise loss. Ask as 

much information as possible to help 

the customer over the phone. Use 

clarification questions whenever you 

consíder them necessary. 

LOGIS TICS 
VfClll lllUTU.TIU CIIID 

Unit 3: Material# 23 

Merchandise Loss 

Role B: Customer 

Your company in Minnesota purchased 

120 laptops to Apple Corporation in 

California a month ago. The delivery 

date was last week and the merchandise 

did not arrive. You want to submit a 

domestic claim online but the operating 

system is down. Call a customer service 

agent at UPS to fill out the claim for you . 

LOGIS TICS 
Vltlll lllDSTIA JJH llIID 



Useful Language Role A 

l. What's the reason far your claim? 

2. What's your tracking number? 

3. What's your shipping date? 

4. Could you please describe the products to me? 

S. Could you please give me a nickname to identify 

the claim later? 

6. Befare submitting the claim, 1 need your e-mail 

address. Could you please spell it slowly? 

7. 1 will send you a confirmation by e-mail. Is there 

anything else 1 can do far you today? 

Confirmation of lnformation: 

l. Are you fallowing me? 

2. Is that clear? 

3. Sir/ Ma'am, are you still there? 

4. Could you say that again, please? 

S. Is the procedure clear or would you like me to 

repeat any of the steps? 

Useful Language Role B 

l. 1 need to claim about cargo loss. 

2. lt's 1Z5937201189973776 

3. lt was on July 7th. 

4. The company purchased ... 

(amount/weight/size/brand/price) 

S. Sure. Please write ... (nickname) 

6. lt's guicktechlO@mail.com 

7. No. Thanks far your service!/ Yes please, could you 

track the product requested 5 days ago? 

8. Oh, one more question ... 

Confirmation of lnformation: 

l. Sure, thanks. 1 am taking notes. 

2. No, could you please say that again? 

3. Yes, 1 am here listening. 

4. Absolutely! 1 said the delivery date was on January 
3rd. 

S. Yes, thanks far your assistance! 
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Activity: Providing feedback to my classmates. 

Unit 3: Peer assessment form 4 

lnstructíons: Give your partner feedback on his/her oral performance, using the following form. 
Classmate 's name: __________ _ 

Criteria 5 4 3 2 1 Comments 
My classmate's ... 
l . pronunciation is very clear and effective 

and the word stress create a good 
impression on the listener. 

2. message is clear beca use he/she makes 
natural pauses. 

3. tone of voice and body language reflect 
natural and spontaneous interaction. 

4. word choice and content permit 
effective communication. 

s. use of all basic structures allows effective 
1 communication. 

6. inclusion of visual support related to the 
field of expertise is effective. 

What do you suggest to him/her? 

5: Excellent, 4: Above average, 3: Average, 2: Needs improvement, 1: Poor 
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Simulation 

Guidelines 

20% 

1. Choose one of the to pies below and make up a simulation in pairs. 

2. Present it ora lly in front of the class. 

Unit 3 

3. lnclude visual support (devices, clothing, real merchandise, materials related to the field 

of expertise, etc.) to represent the specific situation. 

4. The first students reporting their pairs can choose the date of the presentation. Available 

dates: Wednesday November 2nd and Monday November 7th 

S. Reading is not allowed. 

6. lnvestigation about new questions, ideas, and grammar structures is required. 

7. Aspects to evaluate: pronunciation, fluency, tone of voice, body language, vocabulary, 

grammar, and visual support. 

8. Tapies: 

explaining customs regulations or procedures to advise customers when importing and 
exporting merchandise. 
carrying out import and export arrangements by negotiating logistics and transaction 
processes with customers and suppliers. 
problem solving with customers and suppliers goods delivery inconveniences by asking 

for instructions to follow and offering solutions. 

Pairs Topic . Da-. 
Kevin and Natalia A November 7th 

Lourdes and Jonathan B November 7th 

Blanca and Brenda e November 2nd 

Priscilla and Anita A November 2nd 

Camila, Nelson, and Jose e November 7th 

1 

Michelle and Rodrigo e November 7th 
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Unit 3: Communicating with stakeholders to carry out customs and trade processes 

Teacher: Vivian Arguedas Molina 
Assistant: Yajaira Ocampo Monestel 

Unit 3 Lesson Plan# 10 
Date: Monday, November 7th, 2016 

Unit Goal: By the end of the unit, the students will be a ble to effectively exchange information about customs and trade negotiation 
with customers, colleagues, and suppliers via telephone, video chat, or faceto face by using appropriate structures, vocabulary, 
register and communicative skills. 

General objective: By the end of the unit the students will be a ble to successfully problem solve, with customers and suppliers, 
goods delivery inconveniences by asking for instructions to follow and offering solutions. 

Specific objectives: By the end of the lesson, the students will be a ble to: 

1. appropriately identify problems related to delayed or wrong merchandise. 

2. successfully write problems related to delayed or wrong merchandise. 

3. successfully assist a customer by offering solutions to the delay or error in the shipped merchandise. 

4. correctly offer solutions about any inconvenience in logistics processes by simulating a conversation. 

Abbreviations: T =teacher, Ast =assistant, St= student, Ss=students, L=listening, S=speaking, R= reading, W=writing, UL= useful language 



Obj. Procedures Macro Language focus Time 
Skills 

Routines: greetings, write the date, call the roll, collecting Useful Language 15 
students' portfolios. S,L,R 1 nominate Michelle to come to the board. min 

1 Warm-up: Competition: What is that? Does the phrase you are representing say ... ? (5: 00-

• The group is divided into two groups. Each group has a Are you trying to say that ... ? 5:15) 

leader to representa sentence of a situation by using mimic. Do you mean ... ? 

• Both groups try to guess what the representative is saying Situations: 

with the body. Ss need to guess the situation the teacher has • Ten flat screens did not arrive yesterday. 

given to the person in front of the class. • Twenty boxes of makeup were of a different brand. 

• The teacher writes the topic on the board. • Two pallets of toys arrived late. 
Materials: • Five packages did not contain the requested 

• Material #24 (slips of paper with sentences) 1-phones. 1 

• Forty beds were larger than expected . 

• 30 boxes contained male shoes instead of female ones . 

• Fifteen packages of pain killers (aspirin) were missing . 

2 Pre-task 1: Delayed or Wrong Merchandise R, W,S, L Useful Language: 20 

• lndividually, ss read different examples of apologies • What idea do you suggest for this apology? min 
customer service agents usually say for eventual 1 would say that ... is a real problema customer might (5:15-

inconveniences related to delayed or wrong merchandise. face. 5:35) 

• In pairs, Ss imagine they are customers that received • What other problems would be related to this apology? 
delayed or wrong merchandise and then they write a 1 think customers cango through issues like ... 
specific problem they experienced. Apologies: 

• Volunteers read the delivery issues and others read the • "Our sincere apologies for your mixed-up order ... " 
apologies in order to share the answers with the group. • "We are sorry you did not receive your package as 

Materia Is: promptly as you expected ... " 

• Handout#29 • "We regret the inconvenience this may have caused." 
Abbreviations: T =teacher, Ast =assistant, St= student, Ss=student! L=Iistening, ~¡sp~l<Nffl.~rryeMgia,EWatm\\iM! Wk=s~Mfyb@~slfflcorrect ... " 



3 Task: More lnconveniences to Solve S, L, R Useful Language 35 
Task Phase: • Who is the rnanufacturer? rnin 

• T gives the students different situations. Then she rnodels UL lt is General Electric. (5:35-

with Ast. Then in pairs, Ss choose one of the situations to • When was the rnerchandise purchased? 6:10) 
sirnulate between a custorner service agent ata shipping /t was bought on August 141h. 

cornpany anda custorner clairning about inconveniences • What was the rnethod of payrnent? 
related to delayed or wrong products . The agent apologizes The company used a letter of credit. 
about the issues related to the rnerchandise . • What was the color/brand/size requested? The brand 
Planning Phase: was App/e. 

• Ss take turns practic ing both roles. They rnake a real phone • How rnany boxes were purchased? 
call over WhatsApp ora regular phone call. The company paid for 80 boxes. 
Reporting Phase : • When was the cargo expected? 

• Sorne Ss present the conversation to the rest of the group by lt was supposed to arrive on Dec 1 sr ... 
acting it out, and T gives feedback on the board. 

Materials: Handout #30 

4 Post-task: ln-class Project #2 Sirnulation S, L Vocabulary 30 

• Four of the pre-deterrnined groups present their sirnulations Pre-deterrnining_situations: min 
in front of the class . A) Explaining custorns regulations or procedures to advise (6:10-

• T and Ast evaluate thern, and sorne other students provide custorners when irnporting and exporting rnerchand ise 6:40) 

feedback by using a peer assessrnent forrn. (Natalia and Kevin) 

Materia Is: B) Successfully carry out irnport and export arrangernents by 

• Oral Rubric, Peer Evaluation Forrn #4 1 negotiating logistics and transaction processes with 
custorners and suppliers.( Lourdes and Jonathan) 
C) Problern solving with custorners and suppliers goods 
delivery inconveniences by asking far instructions to follow 
and offering solutions 

1 
(Carnila, Nelson and Jase) & (Michelle and Rodrigo) 

Abbreviations: T -tcachcr. Ast - assistant, St= studcnt, Ss=students, L=listening, S=spcaking, R= reading, W=writing. UL= useful language 
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Delayed or Wrong Merchandise 

A} Individually, read the following apologies from customer service ata shipping 
company. 
B) In pairs, imagine you are customers that received delayed ar wrong 

merchandise. Write a specific problem you experienced. 

Problem #1 Example: Last month m y com pan y purchased 30 boxes o f merlot wine, 
and today 20 boxes of white wine arrived to our door. 

"Our sincere apologies for your mixed-up order. We mistakenly sent regular stock. 

We are sending you a replacement immediately. You need not return the product 

you have received. Thank you for your understanding." 

Problem #2 

"We are sorry you did not receive your package as promptly as you expected. To 

serve you better and faster, we are busy expanding our staff. Again, we apologize 

for any inconvenience we might have caused and look forward to filling your 

future orders in timely manner." 

Problem #3 



"Thank you for your phone call. 1 apologize for the delay. We shipped your 

products by express mail on Saturday, so you should receive them soon after this 

conversation. We regret the inconvenience this may have caused." 

Problem #4 

"I am sorry the merchandise we sent you was incorrect. Such errors are rare, but 
unfortunately do occur from time to time. We have shipped you another order, 

which you should receive in a day or two." 

Problem #5 

"We regret that we are una ble to send you the right mercha ndise. However, the 
supplier promises delivery of more products in about six weeks. Please advise us 

whether you want to cancel your order or have us hold your check and ship the 

table when it becomes available. We apologize for this inconvenience." 

Problem #6 

"We apologize for the delay. Your order has not been shipped dueto an unusually 
heavy snowfall. The trucks are socked in solid until the plows can dig out and start 

clearing the roads. We will ship justas soon as possible. However, if you wish to 

cancel your order and receive a refund, please notify us by telephone, at 555-

5555." 
Adapted from: 

http:Uwww.writeexpress.com /apo loglü.htm 1 
http:ljwww.writeexpress.com / orders09.html 
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Unit #3: Handout #30 

More lnconveniences to Salve 

; 

lnstructions: Choose one of the situations to representa conversation between a 

customer claiming about delayed or wrong merchandise anda customer service 

representative apologizing and finding a solution to the problem. 

• Situation 1. The merchandise has SO missing window glasses. 

• Situation 2. The car windshields arrived S days later. 

• Situation 3. The canned goods hada different size. 

• Situation 4. The computers sent were of a different color. 

• Situation S. The bottles of shampoo were of a different brand. 

• Situation 6. The flat screens were larger than expected. 

• Situation 7. There were 20 bottles more than the fertilizers expected. 

• Situation 9. The cell phones were of an older model. 

• Situation 10. There were SO seeds of sunflowers instead of the fresh crop 

plants. 

Useful Language: (lnquiring Questions) 

• Who is the manufacturer? lt is General Electric. 

• When was the merchandise purchased? lt was bought on August 14th. 

• What was the method of payment? The company used !etter of credit. 

• What was the color/brand/size requested? The brand was Apple. 

• How many boxes were purchased? The campan y paid far 80 boxes. 

• When was the cargo expected? lt was supposed to arrive on Dec 1st ... 
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Activity: Providing feedback to my classmates. 

Unit 3: Peer assessment form 4 

lnstructions: Give your partner feedback on his/her oral performance, using the following form. 
Classmate's name: ______ ____ ~-

Criteria 5 4 3 2. 1 Comments 

. My classmate's ... 

l . pronunciation is very clear and effective 
and the word stress create a good 
impression on the listener. 

2. message is clear because he/she makes 

1 natural pauses. 

3. tone of voice and body language reflect 
natural and spontaneous interaction. 

4. word choice and content permit 
effective communication. 

s. use of ali basic structures allows effective 

communication. 

6. inclusion of visual support related to the 
field of expertise is effective. 

What do you suggest to him/her? 

5: Excellent, 4: Above average, 3: Average, 2: Needs improvement, 1: Poor 
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Unit 3: Material# 24 

•Ten flat screens did not arrive 

yesterday. 

• Twenty boxes of makeup were of a 

different brand. 

•, Two pallets of toys arrived late. 

• Five packages did not contain the 

requested 

1-phones. 

• Forty beds were larger than expected. 

,. Thirty boxes contained male shoes 

instead of fema le ones. 

• F i ft e en p a e ka ges of p a in k i 11 e r s (as pi r i n) 

were m1ss1ng. 




