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EFSP Auxiliary ESL Curriculum

Government and Public Administration
English Participant Workbook

Practice pages for realistic field-specific meetings, pushback, documentation, and role-play
preparation

Audience: public administrators, agency program managers, policy analysts, procurement staff,
constituent-service teams, grants managers, and interagency coordinators

Focus: A public-administration English curriculum for policy implementation, public meetings, procurement, grants,
interagency coordination, constituent communication, transparency, and bureaucratic nuance.

Designed for advanced ESL learners who already use professional English and need industry-specific terminology, realistic
meetings, role-play pressure, careful pushback, and polished workplace outputs.

Teaching stance: this is language and workplace-communication training, not legal, medical, financial, safety, or regulatory advice.
Instructors should connect every scenario to the learner's current company policies, local rules, and approved procedures.
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How to Use This Workbook

For each module, define the terms, identify the decision pressure, write a careful response, and practice the conversation
aloud. Strong answers are specific, calm, evidence-aware, and tied to owner and next step.

Module 1. Policy Implementation and Program Rules

Situation

A new rule must be implemented before systems are ready.

Stakeholder pressure: Announce full implementation immediately.

Constraint: Eligibility, process, staffing, technology, and public guidance need alignment.

Terms to use

- policy

- eligibility

- implementation

- public guidance

Evidence, owner, or policy boundary

Pushback sentence

Draft the implementation readiness brief

Module 2. Public Meetings and Stakeholder Input



EFSP Government and Public Administration English - Participant Workbook

English Ladder Page 3

Situation

Residents challenge an agency plan at a public meeting.

Stakeholder pressure: Defend the agency strongly.

Constraint: Public record, process, evidence, respect, and next steps matter.

Terms to use

- public comment

- stakeholder

- public record

- facilitation

Evidence, owner, or policy boundary

Pushback sentence

Draft the public meeting response

Module 3. Procurement and Vendor Selection

Situation

A preferred vendor asks for early feedback before an RFP closes.

Stakeholder pressure: Give informal guidance.

Constraint: Fair competition, procurement rules, evaluation criteria, and communication limits apply.

Terms to use

- RFP

- evaluation criteria

- bidder
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- procurement rule

Evidence, owner, or policy boundary

Pushback sentence

Draft the procurement boundary response

Module 4. Grants, Compliance, and Reporting

Situation

A subrecipient wants to reallocate funds quickly.

Stakeholder pressure: Approve by email.

Constraint: Allowability, budget category, reporting, and amendment procedures must be checked.

Terms to use

- grant

- subrecipient

- allowable cost

- reporting

Evidence, owner, or policy boundary

Pushback sentence
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Draft the grant modification response

Module 5. Interagency Coordination

Situation

Two agencies assume the other owns a public complaint.

Stakeholder pressure: Wait for the other agency to act.

Constraint: Jurisdiction, authority, data sharing, and communication plan need definition.

Terms to use

- jurisdiction

- memorandum of understanding

- data sharing

- owner

Evidence, owner, or policy boundary

Pushback sentence

Draft the interagency action note
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Module 6. Constituent Services and Escalation

Situation

A constituent demands immediate action on a permit decision.

Stakeholder pressure: Promise to fix it.

Constraint: Process status, appeal rights, agency authority, and respectful tone must be clear.

Terms to use

- constituent

- casework

- appeal

- authority

Evidence, owner, or policy boundary

Pushback sentence

Draft the constituent response

Module 7. Transparency, Records, and Ethics

Situation

A staff member receives a records request involving sensitive emails.

Stakeholder pressure: Forward everything quickly.

Constraint: Public-records rules, exemptions, review, and privacy need attention.

Terms to use

- public records

- exemption
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- conflict of interest

- ethics

Evidence, owner, or policy boundary

Pushback sentence

Draft the records request triage

Module 8. Performance Metrics and Budget Justification

Situation

A program wants budget growth despite mixed performance metrics.

Stakeholder pressure: Highlight only success stories.

Constraint: Outcomes, equity, cost, statutory mandate, and improvement plan need balanced framing.

Terms to use

- appropriation

- outcome measure

- equity

- public value

Evidence, owner, or policy boundary

Pushback sentence
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Draft the budget justification memo

Capstone Simulation

Lead a cross-functional meeting in government and public administration. Choose four modules from this workbook,
connect the risks, and prepare a five-minute update with decision, evidence, constraint, owner, and next step.


