PEN-INTERNATIONAL ESL WORKSHOP PREPARATON

INSTRUCTIONS FOR COPYING PAGES FROM THE “NEW WAYS” SERIES

1. I have attached lists of activities to be copied for each book.  Each list provides the title and first page number of the activity.  When you do the copying, make sure you copy all the pages for each activity (most are 2, 3, or 4 pages).  Some might have appendices to the activity; make sure you include those pages in the copy.

2. Make two labeled sets of manila folders for each “New Ways” series book, one set for me and one for Bill Clymer.  I have included the folder and copies I did for New Ways in Teaching Adults.  For this one, simply make a second folder and make a second set of copies of the activities (but see #8 below).

3. When you make copies on your copier, check with Bill or Corinne to see if the copier is making dark enough copies to be converted to clear PDF files.

4. When you’re not using them, keep all the books in the top cabinet in the cubicle across from Mary and Corinne.

5. When you copy from the books, use the Book Copy mode on the copier so that each page copied is a separate 8.5 x 11 inch page.  (Discard any extra pages that get copied that aren’t part of the listed activity.)

6. Before you copy the activities in a book, first copy:

a. The inside title page of the book

b. The copyright page that immediately follows the title page

c. The contents page of the book

7. For each book, copy each activity on the relevant list provided and keep them in order in the manila folders.

8. When you make the copies, notice whether pages have black strips at the bottom of the pages like the pages that I made for the New Ways in Teaching Adults book.  If they don’t, then redo the copying of New Ways in Teaching Adults.

Thanks!

Jerry Berent

