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I aim to pass the Nissho Bookkeeping Level 3 certification exam.

Starting with the rules for recording in accounting books (journal entries and ledger
posting), I will learn how to process various transactions, not only for purchasing and
selling goods but also for cases such as buying land and buildings.

Additionally, I will study different types of trial balances, their preparation methods, and
the complete bookkeeping cycle, which includes creating financial statements (balance
sheet and income statement) through the closing process. By understanding the structure
of financial statements, which serve as a company’s report card, I will grasp the meaning
and necessity of making a profit. Furthermore, deepening my accounting knowledge will
help me develop the fundamentals of business analysis.
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2. FEEBEOHE

This class is aims to provide comprehensive understanding of business manner and etiquette,

FEDOEN specifically focusing on Japanese customs while incorporating international business practices.
N EBE Through engaging vocabulary lessons, reading contexts,and speaking practices learners will aquire
skills to navigate formal business settings with respect and confidence.

Upon completion of this class, learners will understand the global business etiquette, focusing on
Japanese customs. They will confidently manage professional interactions, including greetings, self-
2 < introduction, business card exchanges, and formal communication. Learners will also gain proficiency

HORE i in navigating cultural differences, including dress codes, gift-giving, dining etiquette, and conflict
resolution, while effectiviely oragnizing business travel and hosting international clients with cultural

awareness and professionalism.
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HEBR

Learners will understand the
significance of business etiquette
in building trust and
professionalism in both Japan and
global settings.

Introduction to Business Etiquette

Learners will confidently exchange
greetings, introduce themselves
using formal language, and
understand the differences in
greeting rituals between Japan
and Western countries.

Greetings and Introductions

Learners will recognize
appropriate dress expectations in
both and international business
environments and be able to
describe what is considered
professional attire.

Dress Code and Appearance

Learners will preactice proper
business card exchange,
respecting Japanes customs and
demonstating appropriate
etiquette in a formal setting.

Business Card Etiquette (Meishi Koukan)

Learners will apply polte language
and honorifics in conversations,
enhancing their communication

skills for formal business
situations.

Polite Language and Honorifics

Learners will learn how to
structure and participate in
business meetings, recognizing
key differences in decision making
processes and communication
styles between Japan and other
countries.

Business Meetings — Japan vs. Global

learners will compose polite
professional emails and practice
making business phone calss,
ensuring effective communication
in both written and verbal
communication.

Email and Phone Etiquette

Learners will understand the
sugnificance of gift giving in
Japanese business culture and
know how to present a thoughtful
gift in a global business setting.

Gift Giving and Omiyage

Learners will practice appropriate
behavior at business dinners,
including tabel manners and
seating arrangements,nwhile

understanding cultural variations

in dining etiquette.

Business Dining Etiquette




Learners will develop the ability tp
handle cultural misunderstandings
10 and practice resolving
communication issues using
effective strategies.

Cross-Cultural Communication

Learners will be able to navigate
conflict in multicultural settings,
11 usinf¥g contructive feedback
techniques and respecting cultural
differences in handling

disagreement.

Conflict Resolution and Feedback

Learners will plan and organize
business trips and hosting
12 itineraries, considering the cultural
expectations and hospitality
involved in welcoming

international skills.

Business Travel and Hosting Visitors

Learners will present a summary
of global business manners,
applying all skills learned

13 throughout the semester,
including addressing etiquette,
communication and cross-cultural
awareness.

Presentation and Final Review

14 First semester assessment

Final Examination

15

Class Feedback
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2. AEEBEOHIE

This class aims to equip students with the necessary English language skills and test-taking strategies
to achieve their desired TOEIC score, enabling them to enhance their professional opportunities.

EEOBEMN _ iy N . o .
R = Students will develop the ability to accurately identify key information in TOEIC Listening passages,
FEBE - . . . . )
efficiently answer Reading comprehension questions, and expand their business-related vocabulary for
improved test performance.
This course will cover all sections of the TOEIC Listening and Reading tests, including targeted practice
e in Part 1 (Photographs), Part 2 (Question-Response), Part 3 (Conversations), Part 4 (Talks), Part 5
2HRORNE HIE . . : .
(Incomplete Sentences), Part 6 (Text Completion), 1 and Part 7 (Reading Comprehension). We will
also focus on vocabulary building, grammar review, and test-taking strategies.
Students are expected to dedicate at least 90 minutes per week to independent and pair work study,
RSN DOZFE | including completing practice tests, reviewing vocabulary, and utilizing recommended online resources

for TOEIC preparation.
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Students will be able to understand
the structure and format of the
TOEIC Listening & Reading test,
identify key vocabulary used in

1 workplace and daily-life images,
accurately describe visual scenes
using appropriate expressions,
recognize common distractors in
photo-based questions.

SESSION 1: Course Introduction + Part 1 (Photos Basics)
Focus: Listening Foundations
Overview of TOEIC format & scoring
Part 1: Photo description strategies
Skill: Developing Business Vocabulary
Skill: Analyzing the Photo
Practice:
10-15 photo questions
Vocabulary matching (office, travel, workplace)

Students will be able to
distinguish between similar-sounding
words in listening tasks, interpret
implied meaning in visual contexts,
improve accuracy in selecting correct
answers under time pressure.

SESSION 2: Part 1 Advanced + Inference Skills
Focus: Accuracy & Traps
Skill: Distinguishing Similar Sounds
Skill: Making Inferences
Practice:
Advanced photo sets
Trap answer analysis

Students will be able to
identify and respond correctly to Wh-
questions, recognize appropriate
3 responses to Yes/No questions,
improve listening speed and

comprehension of short dialogues.

SESSION 3: Part 2 (Question-Response Basics)
Focus: Fast Listening Response
Skill: Understanding Wh- Questions
Skill: Yes/No Questions
Practice:
20-30 short-response questions
Speed listening drills

Students will be able to
identify homophones and avoid
common listening traps,

4 recognize negative expressions and
indirect responses,
apply elimination strategies to select
correct answers efficiently

SESSION 4: Part 2 Advanced Strategies
Focus: Avoiding Traps
Skill: Identifying Homophones
Skill: Recognizing Negative Meaning
Practice:
Trick question drills
Response elimination techniques

Students will be able toidentify the
main idea of short conversations,
understand specific details and
speaker intent,

respond accurately to Wh- questions
based on conversations.

SESSION 5: Part 3 (Conversations — Core Skills)
Focus: Understanding Conversations
Skill: Listening for Main Idea
Skill: Understanding Wh- Questions
Practice:
2-3 conversations with sets of questions
Note-taking training

Students will be able to
interpret modal verbs (e.g., might,
should, must) in context,
6 make logical inferences from
conversations, analyze speaker
intention and implied meaning

SESSION 6: Part 3 Advanced + Modal Understanding
Focus: Deeper Comprehension
Skill: Understanding Modal Verbs
Skill: Inference in Conversations
Practice:
Multi-speaker conversations
Intention & implication questions




Students will be able to understand
short talks, announcements, and
reports. Enable them to identify key

SESSION 7: Part 4 (Talks)
Focus: Lecture & Announcement Listening
Skill: Listening for Answers

7 Skill: Following Chronolo
information in chronological order, g 9
. . Practice:
answer comprehension questions
based on spoken texts. Talks (announcements, ads, reports)
Timeline exercises
SESSION 8: Part 4 Advanced + Review Listening
Students will be able to apply Focus: Integration
listening strategies across Parts 1-4, Skill: Making Inferences
manage time effectively during . '_ .
8 . . Full Listening Mini Test (Parts 1-4)
listening tasks, demonstrate )
. . . . Practice:
improved accuracy in a full listening _ _ _
practice test Timed listening test
Review & feedback
Students will be able to SESSION 9: Part 5 (Incomplete Sentences - Grammar)
recognize and use common prefixes Focus: Core Grammar
d suffixes. . i .
and sufiixes ) Skill: Prefixes & Suffixes
9 apply correct verb forms in sentence .
. Skill: Verb Forms
completion tasks, ) )
improve grammatical accuracy in Practice: 30 grammar questions
written English. Error correction drills
SESSION 10: Part 5 Advanced (Structure & Meaning)
Students will be able to use passive Focus: Accuracy
voice correctly in context, identify Skill: Passive Voice
appropriate prepositions in sentences, _' m
10 pprop p P Skill: Prepositions
apply relative pronouns accurately, ] )
. Skill: Relative Pronouns
analyze sentence structure for precise ) )
meaning. Practice: Mixed grammar sets
Timed answering techniques
SESSION 11: Part 6 (Text Completion)
Students will be able to Focus: Contextual Grammar
lect t bt ithi .
select correct ver ens.es within a Skill: Verb Tense
11 passage, understand logical flow and . .
o Skill: Logical Flow
cohesion in texts, complete passages ] )
using contextual clues Practice: Passage completion
Sentence insertion questions
SESSION 12: Part 7 (Reading Comprehension — Single Passages)
Students will be able to identify the Focus: Reading Strategy
main idea of written passages, Skill: Main Idea
locate specific factual information . ' .
12 . , Skill: Understanding Facts
efficiently, interpret vocabulary based ] )
N Skill: Vocabulary in Context
on context, apply skimming and _ _ _ _
scanning techniques. Practice:Emails, notices, articles
Skimming & scanning
Students will be able to make SESSION 13: Part 7 Advanced + Full Test
inferences based on written texts, Focus: Mastery & Test Simulation
identify th f diff t . .
\dentify the purpose of di ?ren Skill: Making Inferences
13 documents, analyze multiple Skill: Understanding P
:Un ndin
passages (double/triple) effectively, I erstandi 'g urpose
complete a full reading test within Practice: Double & triple passages
time limits Full TOEIC Reading Test
Comprehensive assessment of
14 listening and reading comprehension FINAL EXAMINATION

skills covered throughout the course.




15 CLASS FEEDBACK

5. FEFHBOHRE - 2EXM - BNF

BRIE Hand-out and TOEIC related supplements

SEX G - BRE The class pace may vary according to the level and ability of the students.
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2. AEEBEORE

FEBRE - BN

This module will help students to:@understand the key skills for TOEIC test ,@ answer TOEIC
questions with confidence by using the skills they have agained through the module.

EARORE EHIE

This module will provide an opportunity for student to gain the key TOIEC skills through practically

dessigned excercises.

ERERESNDFE

Students are recommened to spend at least 10-15 minutes for revision after every class.

Bl LD EEIRE

Please note that "poor in-class performance" may be considered as "ABSENT".

3. KIRENBEOFMSZE - BAE
SHMET RS TEREECHEDS. HFEIE2/3ULEANEERD, 1/3U LEORFEDHE. BENITEE LD,
e S0 (BA>RERERRR) BoEEHh (BES) R - EKE - RIBH (FER)
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HEZX 0.3 PR ORI
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S 90~100% B¥|CENZREERL. FEBEZTEIOEKRLTULD,
A 80~89% BNlmEzRL. 2EEZEEFFEHR LTS,
B 70~7955 HZHERBOENBIMIEERL. A TDRENROSNDIBRERE
AR filp=%- - HEEZNRDICHK LTS,
C 60~695 B EROSNBIFEROMEZER L. BEEEZIEZEL TS,
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4. FEXRBBOERE

(=] EBR BEARNE
To be able to answer to the questions | Listening(L) :Part 1 Housework,Workplace @(p14, p16-23)
1  |using the knowledge and skills Reading(R):Part 5&6 Pronouns @(p64-69)
agained through the calss.
To be able to answer to the questions |L:Part 1 Housework,Workplacen @ (p14, p16-23)
2 using the knowledge and skills R:Part 5&6 Pronouns @(p64-69)
agained through the calss.
To be able to answer to the questions |L: Part 2 Questions with an Interrogative @ (p32,36)
3 |using the knowledge and skills R: Part 7 Emails and Letters @ (p138, p142-151)
agained through the calss.
To be able to answer to the questions |L: Part 2 Questions with an Interrogative @ (p32,36)
4  |using the knowledge and skills R: Part 7 Emails and Letters @ (p138, p142-151)
agained through the calss.
To be able to answer to the questions |L: Part 3 Office Talk ©(p38, p40-41)
5 using the knowledge and skills R: Part 5&6 Tenses @®(p70-75)
agained through the calss.
To be able to answer to the questions |L: Part 3 Office Talk @ (p38, p40-41)
6 using the knowledge and skills R: Part 5&6 Tenses @ (p70-75)
agained through the calss.
To be able to answer to the questions |L: Part 4 Office Announcements @ (p50, 54-55)
7  |using the knowledge and skills R: Part 7 Advertisements @(p138, p152-161)
agained through the calss.
To be able to answer to the questions |L: Part 4 Office Announcements @ (p50, 54-55)
g  |using the knowledge and skills R: Part 7 Advertisements @(p138, p152-161)
agained through the calss.
To be able to answer to the questions |L: Part 1 Businesses, Other Public Places @ (p15. p24-31)
9 using the knowledge and skills R: Part 586 Agreement @ (p76-81)
agained through the calss.
To be able to answer to the questions |L: Part 1 Businesses, Other Public Places @ (p15. p24-31)
10 using the knowledge and skills R: Part 586 Agreement @ (p76-81)
agained through the calss.
To be able to answer to the questions |L: Part 2 Other Types of Questions @ (p34, 37)
11 using the knowledge and skills R: Part 5&6 Voice @ (p82-87)
agained through the calss.
To be able to answer to the questions |L: Part 2 Other Types of Questions @ (p34, 37)
12 using the knowledge and skills R: Part 5&6 Voice @ (p82-88)
agained through the calss.
13 HERIR
14 [HARA(ER FHAEAER
15 Bt - Jr—FR/\wvo Feedback




5. FEFHBOBRE - 2EXM - BNF

BRIE Taking TOEIC Skills and Strategies 1
SEXM - BNE
. Please not that there may be some changes to the module content and schedule due to
M

the students' level of understanding.
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1. AEENEDOEXIRH

#MBE& (O—K) BUSINESS ENGLISH AND COMMUNICATION THEORY ()
#EEL (O—R) ()
MERFRY EXRZRRESUT ¢, TO—/ULEXRZXFER [Pk 1F4E
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2. AEEBHOEE

This class is designed to develop students’ practical English communication skills in real-

HEDOEN world business contexts. Through interactive lessons, students will gain confidence in
FEEE using English for professional purposes such as business travel, meetings, presentations,
problem-solving, and written communication through business writing.
Upon the completion of this subject, students will be able to communicate effectively in
common business situations such as meetings, travel, and presentations. Understand key
SO S info-rmation fr_om business-rela?ted listening and readir_\g materials. Write clear and _
professional emails and short business texts.Use appropriate grammar and vocabulary in
workplace communication.Apply problem-solving, decision-making, and presentation
skills in real-world tasks.
RSN DZEE

B1g L= EIaE
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4. AEENMBEOREFHE

@

HEBR

This lesson enable the students to use

vocabulary related to transport,

accommodation, and travel

arrangements.

Describe business travel plans and

preferences.

Understand key details from a video
about business travel.

Assist a business traveler by

suggesting suitable travel options.

Session 1: Unit 1- Travelling for Work

Topic: 1.1Businsess Travel

(Vocabulary: Transport & accommodation); Business travel (Video
1.1); Brain storming; Vocabulary application

This lesson enable the students to
identify common workplace problems,
especially in IT or travel contexts.
Explain problems clearly and suggest
practical solutions.
Use functional language for problem-
solving discussions.
Participate in role-plays to resolve
issues collaboratively.

Seesion 2: Unit 1: 1.2 Events Management [ Discussion, Listening,
Grammar ( Comparative and Superlative), Speaking and Writing]

This lesson enable the students to
initiate and maintain small talk in
professional settings. Show interest
and respond appropriately in
conversations.
Use functional phrases for networking
situations.
Demonstrate appropriate tone and
body language in role-plays.

Session 3: Unit 1- Travelling for Work; Topic: 1.3 Communication
Skills ( Small Talk); Discussion; Video 2; Functional Language (
Making a small talk); Class Activity ( Pair work)

This lesson enable the students to
identify common workplace problems,
especially in IT or travel contexts.
Explain problems clearly and suggest
practical solutions.
Use functional language for problem-

solving discussions.
Participate in role-plays to resolve

issues collaboratively.

Session 4: Unit 1: 1.4 - Business Skills ( Dealing with Problems) [
Discussion, Listening, Functional Language, Class Activity]

This lesson enable the students to

write clear and polite emails
requesting information.

Use appropriate phrases for formal

email communication.

Apply modal verbs (can, could)

correctly in requests.

and tone.

Structure emails with proper format

Sessiion 5: Unit 1: Travelling for Work; Topic: 1.5 Writing ( E-mail-
Asking for Information); Unit 1: Review, Unit Test & Business
Workshop ( A Business Trip)

This lesson enable the students to

listening.
Collaborate to plan and organize a
business trip.

on given situations.

understand real-world business trip
arrangements through reading and

Make decisions and adjust plans based

Present and justify their travel plan

Session 6: Unit 2: Business Location; 2.1: Dovetailed in Cambridge [
Discussion, Video, Voacabulary ( Location), Class Activity)

effectively.




This lesson enable the students to
describe business environments and
cultural contexts. Use enough and too
correctly in sentences.
Interpret reading texts about
international business settings.
Discuss challenges and advantages of
different locations.

Session 7: Unit 2: Business Location; 2.2: Visiting Singapore [
Discussion, Reading, Grammar ( enough and too), Speaking and
Writing]

This lesson enable the students to
ask for clarification in meetings and
conversations.

Confirm understanding using
appropriate expressions.

Use functional language for checking
information.

Participate in role-plays to avoid
misunderstandings.

Session 8: Unit 2: Business Location; 2.3: Communication Skills (
Checking and Clarifying) [ Discussion, Video, Functional Language
(checking and clarifying), Class Activity]

This lesson enable the students to
open meetings in a professional
manner.

Refer to agendas and outline
objectives clearly. Use appropriate
formal expressions in meetings.
Demonstrate confidence in leading the
start of a meeting.

Session 9: Unit 2: Business Location; 2.4: Business Skills ( Starting a
Meeting) [Discussion, Listening, Functional Language ( Opening a
meeting, referring to the agenda and stating purpose]

10

This lesson enable the students to
write short professional messages
(emails, notes).

Use common abbreviations
appropriately.

Apply present continuous tense
correctly.

Distinguish between formal and
informal writing styles.

Session 10: Unit 2: Business Location; 2.5: Writing (short
communications) ; Unit 2: Review and Unit Test

11

This session focuses on students
assessment about what they learned
from unit 2, and enable the students

to analyze different office locations
using provided data.
Understand business needs through
listening and reading tasks.
Work in teams to choose the best
location.
Present and justify their decision with
clear reasoning.

Session 11: Unit 2: Business Location; Unit 2 Test, Business
Worshop ( A New Location)

12

This lesson enable the students to
use vocabulary related to shops and
shopping experiences.
Describe unique or innovative retail
concepts. Fa
Explain ideas clearly when discussing
a business model.

Conduct and report on a simple
survey about shopping habits. This
session also focuses on preparation
for students final activity in the entire
semester.

Session 12: Unit 3:Retail; 3.1: The ZiferBlat Café; [Discussion, Video,
Vocabulary and Class Activity]; Communication Skill Test preparation




Comprehensive assessment on
13 students' performance based on their
communication ability.

Communication Skill Test 1 (ROLE-PLAY TEST)

Comprehensive assessment on
students' performance based on their
communication ability through
presentation.

14

Communication Skill Test 2 (PRESENTATION)

15

Class Feedback

5. FEFHBEOHBE - SEXM - ERF

BRE

Business Partners 2 Plus

SENXH - BRF

(5

The pace of the class may subject to change according to students ability and capability

in complying the tasks.
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