
🚇 WEEK 8 — INFORMATION EXCHANGE 

BUILDER 
Metro Station 08: Ask Clearly. Answer Accurately. Confirm Understanding. 

Main Capability 

Ask Clearly → Listen Carefully → Answer Accurately → Clarify → Confirm 

Week 8 Big Idea 

Professional communication is not about asking many questions or giving long 

answers. 

It is about getting the right information, giving the right information, and making 

sure both people have the same understanding. 

By the end of Week 8, students should be able to say: 

“I can ask for the information I need, give useful information clearly, and check 

that we understand each other.” 

This directly reflects the original Week 8 learning outcomes, which require students to 

formulate clear questions, provide accurate information, adapt language 

professionally, and handle directions, details, and clarification. 

 

1. The Information Exchange Metro Journey 🚇 
Students travel through seven learning stations. 

        START 

   │ 

   ▼ 

   STATION 1 

INFORMATION GAP 

“What do I need to know?” 

   │ 

   ▼ 

       STATION 2 

QUESTION 

“How should I ask?” 

   │ 

   ▼ 

   STATION 3 

LISTEN 

“What information did I receive?” 

   │ 

   ▼ 

   STATION 4 

ANSWER 

“What information should I give?” 

   │ 

   ▼ 

    STATION 5 
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CLARIFY 

“What is still unclear?” 

   │ 

   ▼ 

   STATION 6 

ADAPT 

“Who am I talking to?” 

   │ 

   ▼ 

   STATION 7 

CONFIRM 

“Do we understand the same thing?” 

   │ 

   ▼ 

              PROFESSIONAL 

INFORMATION EXCHANGE 

   │ 

   ▼ 

           INFORMATION EXCHANGE BUILDER 

Learning Message 

Good communication closes the information gap. 
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2. Four-Hour Learning Journey 
Time Learning Activity Student Output 

10 min         Enter Metro Station 08 Information Mission 
20 min                                Information Gap Detective Information Gap Card 
25 min    Question Type Sorter Question Strategy Card 
25 min      Question Repair Shop Clear Question Card 
30 min        Ask for What You Need Professional Question 

10 min        Break — 

25 min        Answer Package Accurate Response Card 

25 min    Context Switch 
Formal / Informal 

Response 

25 min     Clarification Rescue Clarification Card 

25 min       Direction Challenge Direction Exchange 

25 min               Information Exchange Mission Workplace Role-Play 

10 min   Peer Feedback 2 Stars + 1 Question 

5 min         Exit Ticket Metro Passport 

240 

min 
Total Learning Journey 

Information Exchange 

Portfolio 
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3. Activity 0 — Information Gap Detective 🕵️ 
Mission 

Before students learn how to ask, they must understand why they are asking. 

Each team receives an incomplete Workplace Information Card. 

For example: 

PROJECT LAUNCH 

Project: Campus Coffee App 

Launch Date:    

Target Customer: University Students 

Budget:    

Project Leader: Anna 

Meeting Location:    

Student Mission 

Identify: 

What information is missing? 

Then convert each information gap into a question. 

INFORMATION GAP 

      ↓ 

WHAT DO I NEED TO KNOW? 

      ↓ 

CHOOSE THE RIGHT QUESTION 

      ↓ 

ASK 

Example 

Gap: Launch Date 

  

Tell me about the launch. 

   

When is the app scheduled to launch? 

Learning Message 

Do not ask before you know what you need to know. 

This operationalizes the source's concept of purposeful questioning—identifying an 

information gap and designing the question specifically to fill it. 
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4. Activity 1 — Question Type Sorter ❓ 
Mission 

Discover that different questions produce different kinds of information. 

Students receive Question Cards and sort them into five categories. 

  OPEN-ENDED 

How did you develop this idea? 

Use it when: 

You want explanation or insight. 

  CLOSED-ENDED 

Is the deadline Friday? 

Use it when: 

You want confirmation or a specific fact. 

  PROBING 

Could you explain why you chose this design? 

Use it when: 

You want more detail. 

  HYPOTHETICAL 

What would happen if the project were delayed? 

Use it when: 

You want to explore a possible situation. 

  LEADING 

Don't you think this design is better? 

Use with caution: 

The question may influence the answer. 

These five types are explicitly distinguished in the Week 8 source. 
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Mini Challenge 

The teacher announces: 

“I need to know whether the customer approved the prototype.” 

Teams have 10 seconds to choose the best question type and formulate a question. 

 

5. Activity 2 — Question Repair Shop 🛠️ 
Mission 

Turn vague, confusing, or demanding questions into clear professional questions. 

Teams receive broken questions. 

BROKEN QUESTION 1 

  

Can you tell me about the project? 

REPAIR 

   

Could you please provide an overview of the project timeline and key 

deliverables? 

This example comes directly from the Week 8 material's guidance on specificity. 

 

BROKEN QUESTION 2 

  

What about the customer? 

Students must ask: 

What exactly do I want to know about the customer? 

Possible repair: 
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Could you tell me which customer group gave the highest satisfaction score? 

BROKEN QUESTION 3 

  

Tell me the deadline. 

   

   

Could you please confirm the project deadline? 

The 4C Question Check 

Before asking, check: 

       CLEAR — Is my question easy to understand? 

    CONCISE — Am I asking only what I need? 

     CORRECT — Am I using the right words? 

              COURTEOUS — Does it sound professional? 

Learning Message 

A better question produces a better answer. 

 

6. Activity 3 — Question Politeness Ladder 🪜 
Mission 

Students discover that grammatical correctness alone does not make a question 

professionally appropriate. 

Start with: 

  LEVEL 1 — COMMAND 

Give me the project details. 
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  LEVEL 2 — DIRECT 

Can you give me the project details? 

   

  LEVEL 3 — POLITE 

Could you please provide the project details? 

   

  LEVEL 4 — PROFESSIONAL 

Could you please provide further details regarding the project timeline? 

   

       LEVEL 5 — FORMAL PROFESSIONAL 

I would be grateful if you could provide further details regarding the project timeline. 

The source explicitly recommends polite request forms such as “Could you please...” 

and “I was wondering if you could clarify...”, while discouraging demanding 

language. 
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7. Activity 4 — The Answer Package 📦 
Mission 

Now reverse the communication direction. 

Students are no longer the person asking. 

They are the information provider. 

Give students this question: 

“When will the prototype be ready?” 

  Poor Answer 

Soon. 

  Too Much Information 

Well, we started talking about it last month and then our designer... 

   Professional Answer 

The prototype will be ready by Friday, 15 August. We will send the testing link to 

the team by 3:00 p.m. 

Teach students the: 

4R Answer Package 

               

PROFESSIONAL ANSWER 

        ↓ 

       RELEVANT 

Answer the question. 

        ↓ 

 

   RELIABLE 

Give correct information. 

        ↓ 

   READABLE 

Make it easy to understand. 

        ↓ 

     REQUIRED 

Include necessary details. 

The original material stresses accuracy, relevance, conciseness, clarity, logical 

organization, and audience accessibility when providing information. 

Golden Rule 

Answer what was asked first. Add useful detail second. 
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8. Activity 5 — “I Don't Know” Professionally 🛟 
This is especially important for first-year students. 

Mission 

Teach students that professional communication does not require pretending to 

know everything. 

Question: 

When will the new system launch? 

Student does not know. 

  Guess 

Maybe next Monday. 
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  Invent 

It will definitely launch next Monday. 

  Escape 

I don't know. 

   Professional Response 

I'm not certain about the exact launch date. Let me confirm it with the project 

team and get back to you. 

This directly reflects the source's advice that if information is uncertain, the speaker 

should say so and offer to find out rather than provide unreliable information. 

Learning Message 

Accuracy is more professional than pretending to know. 

 

9. Activity 6 — Context Switch 🎭 
Mission 

Students learn that the same information need requires different language in 

different situations. 

Give every team the same goal: 

You need more information about the project budget. 

Then draw one Context Card. 

      CARD A — SENIOR MANAGER 

Could you please provide further details regarding the project budget? 

     CARD B — CLIENT 

Could you please clarify which costs are included in the proposed budget? 

   CARD C — TEAMMATE 

Can you tell me more about the budget? 

   CARD D — CLOSE COLLEAGUE 
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Do you know how much budget we have left? 

Students then identify: 

WHO am I talking to? 

WHY do I need the information? 

HOW formal should I be? 

The Week 8 source distinguishes formal client/senior-management contexts from 

more relaxed team interactions and also notes that channel, organizational power, 

jargon, and culture affect language choices. 

Learning Formula 

Audience + Purpose + Context → Language Choice 

 

10. Activity 7 — Clarification Rescue 🔍 
Mission 

Students practice what to do when information is unclear, incomplete, or confusing. 

Teacher intentionally gives an unclear instruction: 

“Please finish that part before the meeting.” 

Students must rescue the communication. 

Level 1 — Identify the Gap 

What does “that part” mean? 

Which meeting? 

What deadline? 

Level 2 — Clarify 

Could you clarify which section you would like me to complete? 

Level 3 — Confirm 

Just to confirm, you would like me to complete the customer analysis before the 2 

p.m. meeting. Is that correct? 
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This mirrors the source's clarification sequence: identify confusion, ask a targeted 

question, rephrase or explain, and check understanding. 

The Clarification Loop 

       UNCLEAR 

    ↓ 

    IDENTIFY 

“What don't I understand?” 

    ↓ 

   ASK 

“Could you clarify...?” 

    ↓ 

   EXPLAIN / REPHRASE 

    ↓ 

    CONFIRM 

“Do you mean...?” 

    ↓ 

   SHARED UNDERSTANDING 

 

11. Activity 8 — Direction Mission 🗺️ 
Mission 

One student has a destination. 

Another student has a map. 

They must not show the map to each other. 

Student A 

Excuse me, could you tell me how to get to the Creative Business Lab? 

Student B 
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Certainly. Go straight along this corridor. 

Turn left at the library. 

The lab is next to the Digital Studio. 

Student A 

So I go straight, turn left at the library, and the lab is next to the Digital Studio. Is that 

correct? 

Student B 

Yes, that's correct. 

The source recommends precise spatial language, recognizable landmarks, sequential 

instructions, and checking for understanding when giving directions. 

Direction Formula 

START → ACTION → LANDMARK → NEXT ACTION → DESTINATION → 

CONFIRM 

 

12. Activity 9 — Information Exchange Mission 🤝 
Final Team Challenge 

Now bring everything together. 

Each pair receives a workplace scenario. 

Scenario A — PROJECT MEETING       

Student A needs information about the deadline. 

Student B has the project schedule. 

Scenario B — CLIENT REQUEST      

Student A is the client. 

Student B explains the service package. 

Scenario C — DIGITAL STARTUP         

Student A asks about the target customer. 

Student B explains the customer profile. 
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Scenario D — EVENT PLANNING                  

Student A needs directions and event details. 

Student B provides them. 

Scenario E — UNCLEAR INSTRUCTION        

Student A receives an ambiguous instruction. 

Student B must clarify it. 

The 6-Step Exchange 

Every conversation must demonstrate: 

   IDENTIFY 

What information do I need? 

        ↓ 

   ASK 

Ask a clear question. 

        ↓ 

   LISTEN 

Understand the response. 

        ↓ 

   RESPOND 

Give relevant information. 

        ↓ 

   CLARIFY 

Resolve uncertainty. 

        ↓ 

   CONFIRM 

Check shared understanding. 

This final simulation is particularly consistent with the source, which recommends 

role-playing, simulations, discussions, adaptation to situations, and feedback for 

developing professional information-exchange confidence. 
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13. 60-Second Information Exchange Challenge 🎤 
Each pair has 60 seconds. 

Student A 

Must demonstrate: 

ASK → PROBE → CLARIFY 

Student B 

Must demonstrate: 

ANSWER → EXPLAIN → CONFIRM 

Then they switch roles. 

Performance Rules 

No PowerPoint. 

No complete script. 

Students may use one Information Card only. 

They should demonstrate: 

   Clear Question 

              Polite Language 

   Active Listening 

   Accurate Answer 

       Relevant Detail 

    Clarification 

    Confirmation 
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14. Peer Feedback — 2 Stars + 1 Question ⭐ 
  STAR 1 — ASKING 

One question that was very clear was... 

  STAR 2 — ANSWERING 

One response that was useful was... 

   ONE QUESTION 

One question you could ask next is... 

Feedback Rule 

Clear. Specific. Helpful. Respectful. 
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15. AI Activity — AI Information Exchange Coach 🤖 
I would continue the responsible-AI structure established in Weeks 6–7: 

Student Thinks → Student Communicates → AI Helps → Student Reviews → 

Student Decides 

Student Prompt 

I am a first-year university student learning English for Creative Business. 

Here is my professional communication situation: 

[Describe the situation.] 

Here is the question I want to ask: 

[Write your question.] 

Do not replace my situation with a new one. 

Help me: 

1. make my question clearer; 

2. identify whether it is open, closed, probing, hypothetical, or leading; 

3. make it more professional and polite; 

4. suggest one useful follow-up question; 

5. show me an example of a clear and relevant answer; 

6. suggest a clarification question; 

7. keep the English at CEFR A2–B1 level; and 

8. explain why your changes improve professional communication. 

Keep my original meaning. 

AI Learning Principle 

Use AI to improve the exchange—not to invent the information. 
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16. Metro Passport — Station 08 🚇 
Self-Check: I CAN... 

Capability Not Yet Almost Yes! 

Identify the information I need ○ ○   

Ask a clear question ○ ○   

Choose an appropriate question type ○ ○   

Ask politely and professionally ○ ○   

Give accurate information ○ ○   

Give relevant and concise information ○ ○   

Adapt my language to the situation ○ ○   

Ask for clarification ○ ○   

Give clear directions and details ○ ○   

Confirm shared understanding ○ ○   

Capability Badge 

           INFORMATION EXCHANGE BUILDER 
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17. Evidence of Learning 
I recommend not assessing Week 8 through a quiz alone. 

Students should leave Metro Station 08 with six visible pieces of evidence: 

Evidence Capability Demonstrated 

                               Information Gap Card Identify Needed Information 

   Question Strategy Card Formulate Effective Questions 

       Answer Package 
Provide Accurate & Relevant 

Information 

   Context Switch Card Adapt Language to Context 

    Clarification Card Clarify & Confirm Understanding 

              Information Exchange 

Performance 

Conduct Professional Information 

Exchange 

When the six pieces come together, each student creates: 

MY INFORMATION EXCHANGE PORTFOLIO 

 

18. Week 8 Capability Map 
                       WEEK 8 

      INFORMATION EXCHANGE BUILDER 

                                                  

           INFORMATION GAP 

                   ↓ 

                      

               QUESTION 

                   ↓ 
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                LISTEN 

                   ↓ 

                      

                ANSWER 

                   ↓ 

                       

               CLARIFY 

                   ↓ 

                      

                 ADAPT 

                   ↓ 

                       

               CONFIRM 

                   ↓ 

                                 

       PROFESSIONAL EXCHANGE 

                   ↓ 

                          

     INFORMATION EXCHANGE BUILDER 

Final Message 

“Professional communication is complete only when information becomes shared 

understanding.” 

Metro Station 08 

Ask Clearly. Listen Carefully. Answer Accurately. Confirm Understanding. 

           Station 08 Completed — INFORMATION EXCHANGE BUILDER 
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🔄 Capability Bridge: Week 7 → Week 8 

 

The course progression visible to first-year students: 

WEEK 7 

BUSINESS PLAN BUILDER 

“I can explain my business.” 

 

             IDEA 

          ↓ 

            VALUE 

          ↓ 

        CUSTOMER 

          ↓ 

       BUSINESS PLAN 

          ↓ 

           PITCH 

          │ 

          │ 

             INTERCHANGE 

          │ 

          ▼ 

WEEK 8 

INFORMATION EXCHANGE BUILDER 

“I can exchange the information 

needed to make the business work.” 
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         ASK 

          ↓ 

             

        LISTEN 

          ↓ 

             

        ANSWER 

          ↓ 

              

       CLARIFY 

          ↓ 

              

       CONFIRM 

          ↓ 

                        

   SHARED UNDERSTANDING 

The pedagogical progression is therefore: 

Week 6 — I know what I want to achieve. 

Week 7 — I can turn it into a business plan and explain it. 

Week 8 — I can ask, answer, clarify, and exchange the information needed to 

work with other people. 

This is particularly well aligned with the original Week 8 conclusion: learners should 

finish the week able to ask effective questions, provide accurate and relevant 

information, adapt language across professional contexts, and confidently navigate 

information exchange in creative-business and digital-technology settings. 

Week 8 its own identity around    ASK →    LISTEN →    ANSWER →     

CLARIFY →     CONFIRM →               SHARED UNDERSTANDING. 
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