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UNIT 10-DECISIONS AND PLANS



Planning is Deciding What to do and 

How to do

Thinking in Advance

It enables to look forward

Goal oriented



What about going to ……..I think we should

How about going to ……. I don’t think we should





Work with your partner and match the pairs.

1. What about … A I’m busy tomorrow evening.

2. I don’t think we … B good idea.

3. I agree … C tomorrow at lunchtime would be possible 
for you?

4. That’s a … D with you.

5. I’m afraid … E think so.

6. Do you think … F going to an amusement park.

7. I don’t … G should wait for Friday to make all 
arrangements.



PLANNING

Do you need to?

Do you have to? (No Choice)

book a ticket, make a presentation, , apply for leave, 
complete your assignments on time, drive a car

Ans: Yes I have to …. or No I don’t have to …..

Yes I need to….  Or No I don’t need to….



DISCUSSING PLAN

I am going to…. 

We are going to….

He is going to……



Plan an outing with your friend



1.What (you/change) next campaign?

2.We (start) campaign a month before Diwali, not a week before.

3.And we (target) specific age group.

4.How(do) that?

5.We(not/advertise) in newspapers, but we(use) social media.

6.Who (you/target)?

7.We (focus) young working professionals.



UNIT 11
Communicatioin

Talking about communication

Making phone calls

Writing emails



UNIT 11
Making Phone Calls

Landline 

Mobile phone- zoom, email, watsapp

Face to face 
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 Face-

to- 

face 

Zoom 

meeti

ng 

Email Whats 

App 

A You don't need to travel to communicate. 
    

B You have time to choose your words to 

explain 

things clearly. 

    

C You can understand more easily if your 

English 

is not so good. 

    

D The other person can choose when to reply.     

E You can ask questions and get answers 

immediately. 

    

F You can communicate with lots of people 
at the same time. 

    

G It's easier to describe things because you can 

use body language. 

    

H You don't forget the message because you 

keep a copy. 

    

I If there are lots of details, you can take time to 

look at them. 

    

J You can communicate with quick replies. 
    

K You can communicate quietly, so you don't 
disturb people. 

    

L You can chat in a friendly way, which helps 

relationships. 

    

M You can attach other information, such as 

pictures. 

    

N It doesn't need anything to communicate 
    

 



Listen to the words. Underline the part of each word that's 

stressed.

1. dis’cuss

2. ques’tion

3. ans’wer

4. re’ply

5. ex’plain

6. ‘email

7. un’derstand

8. conver’sation

9. communi’cate

10. communi’cation 



 

We use these phrases to help us while making phone calls: 

Hello. Could I speak to…? 

May I speak to Mr…? 

Who's calling? 

Just a moment please. 

How can I help you? 

I’m calling about… 

I was hoping to / I'd like to get an appointment to meet Mr…  

When is he available …? 

Would he be free to meet me on …? Would … be alright? 

Thank you. I can make it on…



UNIT 11-COMMUNICATION

























These phrases can be helpful while writing emails.

I’m writing with reference to your new assignment … 

This is to inform you .../confirm … This is to let you 

know …

Thank you for your mail concerning the … Thanks for your 

mail about the …

I would be grateful if you could confirm your attendance. Please let me 

know if you will be attending.

Unfortunately, / I'm afraid, I can't attend … I'm sorry I won't 

be able to attend …



We use these words to describe experiences

That was good/bad.

She has many excellent ideas. 

Horror movies are scary.

The comedian was funny. 

Rock climbing is hard.

Boat riding is easy and relaxing. 

Sometimes work can be tough. 

Office parties are sometimes crazy.
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