May 2012
TO: Human Resources Officer
FR: Professor Dave Jaye success55@hotmail.com  www.davejaye.com 

RE: Intensive Business Presentation Course 
Course Design: Lecture, class participation and viewing video tape of a bad and good examples of each phase of a Business Presentation. Listening to audio tapes, practice Language skills, test language knowledge and 3-5 minute easy English Presentation each class. There will be two formal business power point presentations as a midterm and final class presentation. Each business person will get individualized formal written feedback from me each week.
Proposed Class times: Two hours a day, two times a week I propose 6pm to 8pm  Monday/Wednesday and Tuesday/Thursday (once a month 7pm to 9pm). I am also available 5pm to 7pm Tuesday /Thursday and 10am to 12am Monday/Friday. We can then advance to Module 2: Intensive Business Meetings Course.
This schedule will allow an intermediate student to attend a basic class and a basic student to attend an intermediate class and vice versa if a scheduling conflict come up. The first hour of each class will be the same. The intermediate level class will have more advanced materials the 2nd hour. I am scheduling 24 hours for beginners and 22 hours for intermediate level businessmen with 8 to 10 students per class. 
Proposed Text Audio and video tapes: ‘Effective Presentations’ Jeremy Comfort, Oxford Business Series. Supplemental Business presentation materials Professor Dave Jaye has developed in over five years of presentation clinics in S. Korea.
1. Preparation for a Business Presentation: 

2. Professional Business Presentation Outline: 

3. Making a Start: 

4. Linking the Agenda Items: Another Seminar

5. Right Kind of Language: Another Seminar

6. Visual Aids: 

7. Body Language: 

8. Conclusion: 

9. Question time: 

10. Putting the whole delivery together: 

11. Evaluation and feed back of a Business Presentation by Professor Dave Jaye and audience: 

Student Responsibilities: Advanced preparation includes reading the chapter, reading the chapters’ video script and doing the audio tape home work before class. Students must bring a Korean/English Dictionary and lap top computer to class. Students are encouraged to view the video before the class. I have a digital camera which takes movies.  Your training site needs an internet projector, DVD/VCR player, TV, copy machine with paper and break room for students.  I recommend this program budget an extra 1.5 hours a week with each class reviewing individual presentation materials, going over individual reports, pronunciation, emails etc, by phone or internet. The program should pay for the team to have tea, coffee, donuts, juice and cookies. 
