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Abstract

Research Title : Enhancing Business Communication Skills Through Task-Based In-
struction in Business English Class for Chiang Rai Rajabhat University’s Students
Author : Ms Pimpan Lerdkasem

Faculty : Faculty of Humanities and Social Sciences

Fiscal Year : 2026

Year of Research : June 2025 to June 2026

The objectives of this research were 1. to investigate the learning achievement of
students who studied through Task-Based Learning, and 2. to examine students
"satisfaction with Task-Based Learning in Business English class. The study was
conducted with students at Chiang Rai Rajabhat University who enrolled in the course
ENP3705 Business English in 1% semester of the 2025 academic year. The sample
consisted of 59 students. The research instruments were developed by the researcher
which include: 1. A business communication a business communication achievement
test based on Task-Based Learning, and 2. a questionnaire measuring student’s
satisfaction with the enhancing of business communication skills through Task-Based

Learning. Data was analyzed using mean, standard deviation, t-test, and p-value.
The findings of the study can be summarized as follows:

1.The comparison of students’ business communication achievement before
and after learning through Task-Based Learning in the Business English class found that
post-test scores were significantly higher than pre-test scores. The mean of pre-test
score was 9.88 (S.D. = 3.45), while the mean of post-test score was 33.02 (S.D. = 3.25).
The comparison showed that students’ post-test scores were significantly higher than
their pre-test scores at .05 level of statistical significance (t = 41.36, p < .05), supporting

the research hypothesis.



learning activities, followed by the benefits gained from the enhancing of business
communication skills. Although content received the lowest satisfaction rating among

the four dimensions, it was still rated at a high level of satisfaction.

Keywords: word Business Communication, Instruction, Task-Based, Business English
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Mungu oz 3 au Tnefmuaaniunisallf fEsusguudedimdran wosdiFoudesrien
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2.1 mslnwfien1sAuazu3nis (goods and services)

2.2 msldawuileu fdutusludsen (sodal macro function)

2.3 msldnwuiiornundamau (aesthetic macro function)
MI0E9N1TIANINTTUVDINTLIUATIMUFULUUTDIYRU LU Unaunuiluiingse
As in the following (invented) example:

A: Nice day.

B: That it is. What can | do for you?

A: I’d like a round-trip ticket to the airport, please. Hudu
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a01un13aa39 1y Ayl egAUsEAIANIEIvING wasA Wi ansUsENa U TN
fetnansrnuMwIilegeUszasdlanEmagULU LY FIadY Fio

A158UNN5YUNe (prediction task) Wy n1slHeuunALdsIvInig WieldiAn
AANTTUNITITEUT AW URNIEN T,wam'«a:ﬁmiﬁmumﬁﬂgumaumiﬁwﬁaﬂﬁuL'%'mmﬂ%’mfcju
ANUAY PIUUNAIINNIONUITY ﬁ]ﬂﬁ’uﬁﬂﬁ’lmuﬁﬁwﬁ@ﬁmaﬁﬁﬂmauaaﬂuwmm Nty
HaoudsnugFounemeudsiingunuiodldfamanily



2. MdanguludInuszdriu (everyday English) Tunsdanisiseusuuuntwisangy
Tu¥Anvszdriu fndusuuuuvesnislinnssauiideslosfuaniunisalads 1wu nsya
aunu nMserulTmvsdeiiun nsswduagluazeduneluiitesieg suduluieuieu
TnogatiuligiFouldldndeansldnniian

uBNINTYUUY (Nunan. 2004 : 59 - 61) Idutanmusinisdansiouiingldassa
waznaafensdnfanssulasldnseauliin msldassauuiasussinvlunsinfanssy
whestuagiumumnzauuasndmnglunsdoasiifaeusesnstindugidou Fsn1sda
Aanssulaag194nTen1uaNFIn1sver s sulsyielinisinawidimuneglaegned
Uszdnfam lagladwuninasinissaulifaeueendu 5 Useian As asdainus
(cognitive) AMuENRUTITENINNYARA (interpersonal) N1w1eNans (linguistic) ANIANUAY
915uad (affective) har AUATINATIA (creative) Inesiuazideauaziuiuulunisdn
Aanssudidwiolud

1. uudlagldaeAninug (cognitive) Ingniszaunuidaeldosdainuiiiuuimianisdn
nanssuey 8 Uszinm il

[ 1 . . [~ a A v Yy a Y 1 A a aa
1.1 msdavanany (classifying) iuAanssuiiuligiSoulddnanguusedmiaiy
adefuleglungu Wy nsfnyikavdnngusedessninma-ne laeg1agnsies

1.2 n3viune (predicting) Ll ufianssudi b i eulavinuieded o aziind uly
NILUIUNTSISEUS WU gienlgn1sseuikas IngUssasakasmedmasslalsousosesls
Menfvesls Wudu

1.3 n3nszeu (inducing) Wufanssuiiligseuldasunsnszdulinannsldlassasng
9N WU NIsANwIUnaunukarAunulaunaununtuiisneaelassadislugluuy

YD simple past tense

1.4 n139nUuiin (taking notes) \luRanssuiligSeuantuiindaisouadluayalae
Tgn e lurnaveiaes

Y Y a =

1.5 n15vunuiA1uAn (concept mapping) LU uANTsuT IR LS vl unany
TamnuddguaaiemnGeuluguiuuvesunuianuan

' 1Y

1.6 N13a3UA1Y (inferencing) LuANTsuA I Touasuiadsnnounaiiiofay
Woulpdludsdenauiseusln

1.7 mMsduunuenuey (discriminating) iufanssunligiseuldduunsznined i

'
a

I3 o w S & v 5] Y
Julaanuddguasdaiilutoyaativayuls
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Y . . & a o Yy a o & PR
1.8 mMsaseislaezunsy (diagramming) WuAnssuAligiseudnlemnseunnasy
asluslalaozhnsy

2. WUIMNFULUUAIUENTUS (interpersonal) Iagnnseamuiiusmumnuduiusiuug

[

MINMIIANANTINLY 2 Uselnn fadl

Y v A

2.1 N13¥M9UTuAY (co-operating) LIun1sdmfanssui RS oulsvinniszau

U

Ffiu 1 sruskaragUlanudAysuduivandnaglunagy

2.2 NIWEAIUNUIMENLR (role playing) iluAanssuiiligiseulduanaunuimauu
wagldnwilunisuaniegrumnzaunuunuInvenu W dmuabigisewduideyn i
ToyailannnisdunealinnauanamuunuInlaeg1 iz ay

3. WUudanyaEnawImans (inguistic) Ineniszauiuiidnyaen e wemans
fuwmnansdaianssuey 6 Useinn il

3.1 3UsuUNIsaUNUT (conversational patterns) Lufanssufi il i3 eulalde
wanseonisrnuidnludnuaginsgiionsaunun wu nsFugamiuaniausantansmiu
anunsalnivuali

3.2 M358 (practicing) \ufanssuflidiSeularnlunrwiieliifinniswamunsinue
NN WU HeunaunuiasJUgRnnamLunaunN

3.3 Msidenidrnsanuuiun (using context) WuAvnssunbiFeuldinlden 73
W39AUMLNY lARSIMUUIUNAATUALA

3.4 n3a3y (summarizing) WuAanssuiligisewdenuasiausiudnindularmiy
draglullemnisew duavelugluuvuvesnsaguaiy

]

3.5 Nsileeg1eignsaning (selective listening) WWuAvnssuilvigseulailsloyatiie
wilaanudAglaeilddndudesdilanunnglunnusslen 1wy Msilsunaunuiwazssy
lodgyanavannay

3.6 NMseiomdIdAY (skimming) WuAanssuiligiseuldeuiomaiudfgy
voudomuuglaeg195iaisi 1wy eukavdndulasiuiindenideruiduunaii
wilsdofinn wie Jenulavan Wudu

4. wislagausanuaze1sual (affective) lngniszauiiudsmumiuidnuazensuall
WWININITIANINTIURY 3 Useinn Asil
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4.1 mMswustiupuAniiugud (personalizing) {WuRanssulidSeulayaudetiy
AuARWILEIL AusEnsowsazaniunisal wu JugetunrineuaskaniuliAUInw

4.2 M3Uszfiunues (self - evaluating) WuAanssuiligiseuldusyilunanuaes
AULDINTDUNIAALUUUNITUTZITUMBAULD S

4.3 nMsazvieuned (reflecting) lufanssuiilifiseuldasviounuosimumangiu
nsseulugduuulaunniige

5. WUIPNUANUANES9ATTA (creative) TAgN1SEIUNBUIANNAINUANES19ETTATI LY
79N1FINNINTTUAB

a . . & a Ao vy v o & l ' )
N1358ANALAR (brainstorming) LUuAvnssunlviEiseulavitnulunguuassiuiu
JEANAUARASISAIAI L auBnlunqusiuiussanauAaiontodwlvlaun
ign
9

Jadw (Willis. 2011 : 66 - 105) dalanususzinnnaiszarulunisinnanssueanidu 6
Uszenn f9il

1. P13291UN518n75 (listing task)

nsdnsenisioldunszanunisenwuuladiieiian uazorvguilouiuindunissaud
Negalun1vAINTIN WaTwdnsznulssianiliianueindegaaulunsivuainte
T iseuldvifanssy lun1siaiszaunisduung Fouaunsaldsudwunlavedu

Y
U 3

AFNI 28dUY MTeulisiuselunenag FelinTeuiunisiun1syinAanTsusell
1.1 AM952aNaNeY (brainstorming)

nsszavauesiiduslufiSouiiniannusivlalunisldmulsfidiusaulunisi
AanssuldegnaiiusAninm annsadelifinmehianssusauiuiofes wuudue waguuy
naudng TnshmfuszauaruAamuidewazinafifaeutmun andulaiauedons
womthduFou

fregradeildlunssyavaes
- Things that cats tend to do/like doing
- Strategies for learning English outside class. Dudu

1.2 MImde11aa3e (fact - finding)
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a

msmderfiaaiadunsilifSouldduduisteyaidusieihutesmalunsFouii
wannnane W Luled nsaeuniu vsensenulunilsde lneaeuszivuaiidoliliSey
Ifhmsdumdeiansaiiethiaus dsfasueisldfonssunsmdeiaasadunistuls
Avseulaluduueals

Y} 1 Y% i % < a
fg19tanlglunsmdawiaasa

Find out what three people outside this class think about cats and pets. Do
they like cats or not? List the reasons they give. Prepare to report their views in English

in your next lesson.

2. MITNUIRAWULAEIUIAYY (ordering and sorting task)

(%
o Y

nsdndwukazmnanyiiaududeunniu annslunsinanssuduegiutaning
Aniudiuyanalunsiniszaulszani dnszuiunisnsd

2.1 N91589a19U (sequencing)

nsBesduin g Seuldddumsnssinou-ndamudeyaiidaoudmualsigndes
u n1siFsgunivnnsailigniesnudidiu Taetseaainmvgnisaliiiind uieulud
wnn1salfiievinean uenanifasusnadnfansaulnenislédeussnni AlodaliiFoug
udraadneluadadien anduidigSoumfumnnisaifdildifiuoegniesmudidy

2.2 N13NBUAY (rank ordering)

nsdndududintagiseuliinisinduduiewnuauAnmiuaui lngannnisiimvue
wtelidnduduaziluioedlnds wu nisidndudvaniuiivieuiieafiesnluuniiae
wiourfiuduaudsludoyaiu wie wauleluiuniavieaseu

2.3 M3InnIANY (classifying)

n133anuIavy @ savitla N1 sTaneIany A ed 1S sulean oy adin aeu
Avualy wazdanuianyauussianiniualings wu n1sdnednineylunuiany
WweanuadlunTaiaeuivualn

3. NMIzUUTBUTIBU (comparing task)

lunsdnfanssumssnudSsuiieu giisudnasdunguiiauaniuaey wWisuieuiu
Tunguiéing 3-¢ Ay eaiuEewingglnds wu a1setiadszaiu dewlSeudisugilas
ugndudhiian Judu veilfaeuamnsaimusiidenioinTumussiunnuausogisey
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16 1w danefunwinazausssy Wudu Tnedinszuiunisidunusiunisyinniszau
WSguigusall

3.1 m3dug (matching) WudwiAanssuimanziufiseulunntiedu nedunis
Juedpdduiusiu Bnvan13IuaYIE IS owAneIARNIN I ILAZIN S BUNTaNTIY
Tgnmwluniswalaannyu

3.2 MIMANUNLDULAZAMULANG (finding similarities and finding differences)
A10g19AaNT5U 19U things in common Juguavuendaivinduiainslutisiungs wanriu
WANUAYEINWLEY Ineneerunaimileudulvlauniiannieluaaiuui

4. nM3zauuAtyi (problem solving task)

mS‘v‘hﬁaﬂiiuﬂ'ﬁzmul,l,f’ﬁ]agmagaLﬁﬁlﬁéﬁsmlé’ﬁwLauaLLuawwaﬂfliLLfﬂsuﬁamwmwuﬁ
fmua 1wy anmedymlandou niewiadalenalvgFeuldoAuneiuiuwasinaue
wnmsnsudlaivanzauiian TnegiSsuenavinnisantuiin (note-taking) M3
mansuatatym (drafting) Aouauenituteu

5. A32UlATINUY (project and creative task)

Aanssunszaulassnudndsuuuulaenmsifanssunvuiuduazuuungs tnglunis
vhAvnssufiFouaznanadufideimglunsdidunuvesngunues Insanmnsadunns
BoufuenviesFoulduazszernailumsvilassnuazsmumunimshnssoudsaandu
U msvhlasanuierfuwsuiurseluameslavannisvienien fieurvdesiinignausnu
TaEUALEZ9ETSA A AuEsey Auwinzan wariladeduglruduaianely
syognagaouimun

6. nMyzunUstulszaunsaldIum (sharing personal experience task)

nsvaunvilulsgaunsalasdieligiseulaimuninvenmsyaunign lnedlng
Y o < oA =) sl v a Aa o w oA a [
windinasidunisidisessemamsalngiseunuieludinuszdniu maanseaneiu
A visensansadluideniiseuiinnuiifediuigesiuegud wu anuvssdilulewdn
Your most memorable childhood experience tlusiu Ineaoua1aitunoun1sn

o
)=

AANIIUAIL
6.1 ﬁmumﬁ’a“ﬁaﬁaﬂﬁﬁwwﬂ (individual thinking/preparation at home)
6.2 Tianlun1sw3susaaises (private rehearsal)

6.3 HiEUATR UATRIMULBN (tell story to partner)



6.4 fapulviAuugdnaanisiaises (review of performance)
6.5 WRBNNTLANTIDNATI (prepare to retell)
6.6 WaguAwazia3a98nATImnis (change partners and retell story)

6.7 Weuaguisessmumaivananiusiuluguseu (write it up for the class to

read)

4. Tumaun13IANMTIPUSLUUIUNTEY

I
v a wa

Fadw (Willis. 1996 : 56) Na13IN suuﬂaumsﬂgummﬁ“muLLawumJgummsvmm”Lﬂm

1 A

mMsAsuLannseansiulunguidng Tugnsdeansiugdulsessdulnauazdu

555UUF YumeunsufUAnissaunanysaliuiidmuneieasisladeddneneg Tunis
Sounwbinieduluesseu dvuneunsil

1. furiounsuftRnisenu (pre-task)

1.1 AsHapukuztunitey JULUU 9aUTeaeAv09015891UA199

1.2 faoufmunniszauyeainion

1.3 Agfiaounisunrumiounararindlavesiidouluiuneuvesnmsufoimasan

2. GuumLuumummﬂmwwmmiﬂgumms%m (task cycle) LUuﬁuumaumﬁUgum
Aszaueailddunoung Immumaumiﬂgumm 3 dunou wil

2.1 M52 (task) giSeuiinsedune YfiRnnszanumunlasuteuninglusuiuy
YBINAINTTUALI JUA Uaznqy

2.2 MU (planning) FssuwssufdaueNMszumNnlasuNeuviieg taeinig
Tnwimenuesdeagiaeuazlinnutiewienmniauaadanianisidniw

I v

2.3 Tus180U (report) JISEUATUNALALTIENUNAIINANTEIUNAUUN TR AgHauay
uglimuugsiuasUseidiunanuiug

3. JuRNHuLAZATIIARUN1TIYNY) (language focus) HlTeuaraunsaUseliuNanis

a

UuRnssnuvewmuLazilIsufigunaannsufURn1seuvedou ITunauddsy 2

YUNBDU

14
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3.1 TWAATIEY (analysis) HiTunsiaaaunsidn1wilunsuiiniseauvenuies
LaraNN130as1e A1 98 Vulnilieslaannnisiesgvaflddeansanununennisu s
AU

3.2 uUUR (practice) fi3eunulun1sldn i laeiseuian 78 wariuuuulaseasn
R LVRVITREL:

Jadw waz Jady (Willis and Willis. 2007 : 76 - 77) loanfiia819n15291Un159AUSLAN
7

Tnelidan15291U71 ‘International words’ @il

Junszudmung (target task) An Iiseudaussinndsisulsenuls deiaule
A nsuuds weseslaluia & Awinnie wazairie Masanulsassuaslutesineinusll
uplazUsELan

FuUN15MAINTIU (during task)

1. fapundsdaniadnussianuunsenu lnsusazUssinnasddieg1elvlinis
fege i duwumslidseulaufiinnszanu

2. {i3gunamAniimvugauiuuaazUssnn ag1agu Uselaning fiseuasyn

Y Y
6 a

A wiulla (tennis) uaz nadw (golf) Wusu
a o d' cl' v
NUIBNNYITD9

fnIdevargviwunlavins@nwiineatesiunsididnisaeuiuuidunissau
(Task-based Instruction) aimuinwen1sdeasnwdngy Faideladnuwiadl

siinssa ggrilyana (2557) 16@nwnid esnnsimunsduuunisaeunwdangy
wadalagIsnsaeuiiiunszulaglassnuiionaunnissunndnguiennadila
LazAUARaSsEssAd MU AnuUSaed Tnevhmsinufuindnududi 2 aase
vnssuAans wuitanuassaluniseuganiineussusgedidedAymiaadan.os
ArwAnasasIvenguiteg1mdnSeuiinauinisgdu uazanuianelalua e
ogluszdufionalaunn uananidsys uavany (2561) IdAnwmavesnsldyrfinoousy
wuuiunsuuRauitewauninuznisyanwsinguiienislsausivesmiinauisun
91nsUazIARsRL NUTaineusLdsnaiUsEANBamindy 72.37/73.56 Anuamsn
AUTINBENITNANWITINGBVBELIITUNTOUTH  MaudISUNTBUSNEINIINOUNTRUTY
oghsiifodfmneadafisediu 05 wazanufswelavesiinsumseusuogluseiusniian
Bnvisswan amsninisun (2566) IdAnvINTLTInBEMIATLauen WS Inguiaes
Foud wuutiunszou TneAnufungusegneiiduinfnunduda 1 awninendomelulad
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S1vARdLUT 1W8e518 $1udu 35 AU TegUszasdiiie WisuifisuANamITanITYR
YA I8N uUeINguitog 19N euLasndldN15IANISIS BUT LUUTUANTEY Lay
AnwseiumnuienelavesnguiegnafiiiionisianisSeuiuuuiiunisy e nansnw
NUTIIANLANTONTYAUNAUBNIYITINBUDINAUAIDY MG UT HUAILAITIANI LT BUS
wuuifuniszaugenineussusgeilidedAyiiszdu 0.05 uazauianelavesngy
eeheensinmsFeuiuvuiiuasznueglussiuinniign dmsumsiannyaiindines
msyanwsangulagldumanasznudugiu ysannsansviesiiud miangauyives
Thideusyiutudssaudnu i 3 Fefnulnerdyan neansny uaz Insed Weoudiensd
(2568) lovinn1sAnwmuin 1. UszdnSuavesyarnnisnaniwsangulaglduuifnniseanuy
Hugruysannisarseiosd udmianigauyivesdniout ulssandnudda 3 vihli
waé’quémwmﬁL'%auwé’ﬂ%’éqﬂ?lﬂmiwjmmmé’qﬂqmmﬁ’ﬂﬁau%uﬂimuﬁﬂwﬂﬁ 3 189
Seuganitneudsusgailtoddnd 0.05 2. nansUsuduinuenTnan SN uaed
fniFeutulszoufinu i 3 nuiflunmaunsussdiuinugnsanusnguuastinG e
Fuuszaudnwdil 3 oglusedufuay 3. nausudiunnufioelavestinGeudisiveysiinns
yanwsangulagliuuifnnisznudugiuysanmsassiosdudmianigauysves
tniFeudulszondnu®i 3 suilunmrunaysaduanufioels eglussdufionalaann
fian wazdailsounssu qunida (2566) lednwiFossdnnsiFeusuvuitunssauiu
s1uswiunslddedale YouTube 1 oduasuinysnisileauaznisnan1wssnguues
thiSousisenfinu i 5 nansinsmuindnsuiiesuuuedovewinuensilddndudosa
89.87 aunnninnamifesas 75 insly uazdnFeuifinuznimyenwidingqueglusedud
1N



U 3
A5 HUN1SIAY

mMaTeEesm stz nsdoamsnsgsaiunaounsaeuluunszaniy
gulutuFeuntvdingussia dwsuiindnvuminedenesgdes Hnguszaiie
1ileAnwmadugvdsunisiioudvesin@nwifiFeuniunisdsunsasunuunszauiy
57 uag2 flodnwianufiselavesinAnuiFounisdemsmsnwdngugsianenis
Bounmsaounuunszudupulututoununsngussia Tneiduneunarisnislunis
fifunmsidesadeluil

1. Uszang
. MItenngusiieg
iedesdlefldlunside
- MsadauazvAnnLA3esile e
. nsfiusausindeya
. MTBATIEVeya
_adaTllunsiinseideya

Y

0O N O U1 B VO DN

. 5288a NI UNNSYININY
UYseuns

Uszgnslaun UnAne1ivenn1wsingy sia 66 InINeIausua g deesned
ameidgusoulusiedvn ENP3705 nw1dangussna luniaSeud 1 Un1sdne 25681
338 64 AUINHDIMIYISY

N15LANNEUATDEN

nauiaegdlaun nquiaegns lunsifensadlidulfidennduiogsnntnfn
Arnennwsangusa 66 famzilouFoulusein ENP3705 nundanqussnadiuiu 59
AU loglaanNNIsiIMUATUIANGUAIDE19AIUA319VBY Krejcie & Morgan (1970: 608-609)
9191u http://plan.eng.cmu.ac.th/wp-con tent/upload/2015/07/sampling.pdf) #&331n
AvuanvwInvaInguiieg1nuaIITedeladenngudiegalaeisn1sduegnedng (Simple
Random) wlel¥léa1uan 59 aumnnguusesingiia 2 vyieu
\n3asilaflilun1side

wisoenldlun1sidelaun
1. WUUNAABUIANAFUNTNIINITA DA TN1TINVRIINANWIUNINEET194Y)
Feesne iunisiseunsaeuluunszuiuguludussun ndingvsne
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2. §UUaRUNIUANNNINB LAY INAnwIN M AN 185NN T e 18N TR NSRRI
ViNveN1380a15NINgsAIUNITIBUNN TR UL UUN Sz T

N13E319UALIIAMAINIATENEDATY

Tunsiteedsliideldaiuazmamnimaiosdiolfossd

1. MsaauuunnaeuTanaduguisvinugnsiomsmegsiainun1sSountsdeuLuy
szt ieliinsaisuunagou Insudsoondunuuinnadugrssminuens
doasmagsiesenidu 4 unFeusulszneude undl 2 1383 On the Phone Call unl 3 309
Making Reservation undl 4 309 Business Writing wavundl 5 1309 Business Letter el
Bsafrauasmaunmiaiesdiensi

1.1 Anwwnuilumsaauvunedeuianadunviinuensdeasmagsia

12 AnwidlemilvihuauuuianadugrsmnmidoSouseien  ENP3705
A1 ETIND Tnefidomnann 4 unidsusuusznaude unil 2 3e3 On the Phone Call
unit 3 1304 Making Reservation unil 4 33 Business Writing wazunil 5 1303 Business
Letter

13 afsuuunageuinnadugrsvinugnisdeansnnigsia S1uau 8 4o 9 4 uniFeu

¥an1sssuNsasuLuUNszdug Tnsuvaduunseuas 2 4o adeurinvznsyn 3
il

o uagiinuen1adeudn 5 4o FeUsedumilieeuunegiitoas 5 azuuuain 8 4o sauriomn
U 40 pzuuu
1.4 thuvunedeuinsadugydinuynsdommenmsngugsie auefideivisy

fumsaeuNSINgunTIAeUANKITBMAILABARAB B UUNARBUR U TR UTEAIANNS
15813 (Index of Item Objective Congruence : 10C) windendedeuiifidduieudonades
Faus 0.5 Fuly Fodegluinurifivensuldanuansinagia 10C mndeasutoldlilder
Tunausineensuves I0C §ide3nhmsusuusaudlunmudeiausuuzuesdideivia lofidels
ahauuunagouianadunviuazne  10C  udmuhiesounndedidviimnuaenndesin
\neuat

Lsuflvuvunaasuianadugnssinyznisd oa1smisgsAenudelausuuzves
denrgiunisasuniudingy Jelddeasudaiuiinmsaounauarasutadousiui 8
B

e e

=]

'
=

2.M5a3 9 ULARUNINANTNINElaUeIinAn NN INe U1 WeaseNisen1s
WaLnsinwesdeaismagsasiunsifeunisaeunuunszaudugiu Tnedideliain
wuvAeumuANufianela il

2.1 Anwenans wazaniAdeiifedesiunisaianuuasunmanufisnelaiiedu
wwInslunsaiakuugeunuANTianela

2.2 afrauuvasunmanuiiswelavesinAnwumningdemusgiiessednons
Walinweni58 eanmnagsAasun s sunisasuuuunszudugiu Tnedmue
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wuuapunueenidy 4 dwldud 1. dudom 2. Fufenssunisdeudinunisieunisaou
wuunszadugm 3. fudselevidld$uanmaiaunsinuensdomsnsgsiasiiunis
SeunsaeuLUUATUTugIU 4. AMuUTIEINIANISSeug 91uaU 20 To wasAinuali
f3suuansaufisneladunuuinasdusvanuen 5 seduazuundsl

5 yaneds fanaiswelasnniiae

4 vianeda daudanalagin

3 yanede danuisnelavunais

2 vianeda danuianelatey

1 mnefa danuitawelavosdian

Aadefidunldinnuuarung G

4.50 - 5.00 vanedis fnruianelainniign

3.50 - 4.49 viangs danuianalauin

2.50 - 3.49 vineds daudianelaviunans

1.50 - 2.49 nuneds danufianelatosy

1.00 - 1.49 vineda Tanuiewelatiosiian
AON1T
83978y

2.3 thuuudeuauanuiiswelavesin@nwiuvinendesud gidossed
WaLNsinwen158 ean sMneg IR sk TS sunsaeuuUU sz ug 1wl IR E
TIUIU 3 NUNTIVABUANYNADILATAIIMINEAUYDIUUADUDY

2. uuvasuauanuianelavenin@nuiumingrdesesgifesseddsenis
Wainwen1sieaismegsiarunsissunisasutuua sz uduguildsunisususs
uiludiethlldfungusednaidondianauianssunmsiseunisaou
nsusIusudaya
M5197 1 LuuuRunTIde

NAAUNOUIGT U NAA04 nAgOUNANIIU

T1 X T2

[y

ToudnuwaifldlunuumaunIsAae One —Group Pretest — Posttest Design
T1 WIUNITNAABUNDUNITINNITNABDY (pre-test)
X Wnun1siseumMsaeuLuunzauiugu
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Lﬁamumﬁ 2 On the Phone

Telephoning

Making a Phone Call

Listening : Listen then complete the phone conversation.

Receptionist : Good afternoon. Waew-Wow Association.

John : Hello. 1) Mr. Patanaphong, please?
Receptionist : 2), please?

John : I’'m John Carter from Lowis Jewelry.

Receptionist : Okay. ) R It’s connecting.

John : Thanks.

Patanaphong : Hello. Marketing Department. 4).

John : Hello. This is John Carl. I’'m trying to connect you many times.

Patanaphong: Oh! John. How may | help you?
John : 5) the new product design.

Patanaphong: Sorry, | almost forgot about it but don’t worry. I’ll ask my
secretary to send you a copy today by 4 o’clock and I’'ll give you
a ring sometimes tomorrow.

John : Thank you so much. I’'m waiting to see it. Bye for now.

Patanaphong: Goodbye.
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Language Focus 1

Making a Phone Call

Hello. 'm.............

May | speak to......... / Can | talk to.......

I’m calling about..........

I’m calling to tell you that.....

I’d like to confirm our meeting/ project....
Ending a Call

Thank you so much. Bye for now.

Talk to you later. Bye

Speak to you later. Bye

Goodbye.

Leaving and Taking Message
Listening : Malee is a secretary, working for Waew-Wow Association. She has to an-
swer her boss’s telephone this week. Listen to extracts from three telephone conver-
sations then complete them.
A
Malee : Waew-Wow Association. Malee speaking.
John : Good morning. Malee. This is John Carter from Lowis Jewelry. I’d like
to speak to Pimpan, please.

Malee : I’m afraid she’s away this week. Mr.Carter. 1) ?

John :Yes. 2) I’m flying to Thailand next Friday and I’ll

see her at a conference?

Malee : 3) ? You’re coming to Thailand next Friday

and you’ll see her at the conference.

John :Yes, that’s right.
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Malee : Hello, Malee Meedee

Alan : Hi, Alan Wee here, Malee. Can | speak to Pimpan, please?

Malee : I’'m sorry, Mr. Wee, but she’s not here. She’s back on Wednesday
morning.

Alan : OK. Well, 4) ?

Malee : Yes, of course.
Alan : Tell her | can come to the conference on Friday but | won’t get to you until
10 o’clock. Our flight from New York will arrive at 8.30.

Malee : All right. 5) : you will be at the conference on

Friday at 10 o’clock. Is there anything else | can help you with?

C

Malee : Malee Meedee.

Mark : Hello, Malee. It’s Mark Norman here.
Malee : Hi, Mark.

Mark :Is Pimpan in the office?

Malee : She’ s on holiday, Mark. 6) for her?

Mark : Well, tell her | called, but | also want to send her an email.

7 her email address?

Malee : Yes, of course. It’s pimpan waew@gmail.com.

Mark : 8) : pimpan underscore waew at ¢ mail dot com.

Malee : Right. And I’'ll tell her you called.


mailto:pimpan_waew@gmail.com

Language Focus 2

Asking for Message Leaving Message

Can | take a message? Can you take a message?
Can you leave a message? Can | leave a message?
Would you like to leave a message? I’d like to give her a message.

Do you want to leave a message for

her/him?

Confirming a message

Can | just check that?

Let me repeat that.

I’ll read that back to you.

Exercise | : Choose the correct words to complete telephone conversation.

Malee : Waew-Wow Association, may | help you?

Thomas : I’d like to tell / speak to Pimpan, please. Is she available at the
moment?

Malee : Will / May | ask who’s calling?

Thomas : Thomas Lee. I’'m calling from Hong Kong.

Malee :Just moment please, Mr. Lee. I'll see if she’s available. ...... Mr. Lee?
I’m afraid she’s in a meeting. Would you like to leave / take a
message?

Thomas : Yes, please ask her to get behind / back to me as soon as possible. My
number’s 852 256 12 13.

Malee :I’'m sorry / afraid | didn’t catch that. Could you repeat / say the
number, please?

Thomas : Yes, it’s 852 for Hong Kong, then 256 12 13.

Malee : Ok, I’'m sure / I’'ll make sure she gets the message. Is there anything/
something else | can do for you?

Thomas : No, thanks.

Malee : Goodbye, then, Mr. Lee. Thanks for calling.



Making an appointment

Conversation: Malee meets Martin at the Thailand Jewelry Import and Export.

Complete the conversation with the following choices.
a. Where can | find her
b. Can | meet her

c. How about

d. She’s free
Martin : Hello, Malee. Nice to see you again.
Malee : Oh, Martin. How are you?
Martin : Everything is okay. By the way, where is Pimpan? It seems she’s
not coming.
Malee : Right. She is in Japan.
Martin : 1) sometimes next week?
Malee : Sure, 2) next Wednesday 9 am.?
Martin : Yes, that suits me.

Canceling and confirming an appointment

Conversation: Complete the conversation with the given words.
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can’t make it I’m calling about shall we meet

Could we meet Are you free I’ll look forward

Malee: Waew-Wow association. Can | help you?
Martin: It’s Martin. Can | talk to Pimpan, please?

Malee: Sure, I’ll put you through.

XXX %%

Pimpan: Pimpan’s here.
Martin: Hello, Pimpan. 1) our meeting next Wednesday.
I’m afraid | 2).

Pimpan: It doesn’t matter. 3) on Thursday?




4) on Friday instead?
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I’m sorry, | won’t be able to make it on Thursday,

5)?

Shall we meet on Friday at 9.30?

6) to seeing you on Friday at

Martin:
Pimpan: Friday is fine. What time
Martin:
Pimpan: It’s quite all right.

9.30.
Martin: Thank you, bye.
Pimpan: Goodbye.

Language Focus 2

Asking to meet

Are you available on..... / next.....?7
free on......?7

Can we meet on....... / next ....... ?

Would | ...

How about next.......... ?

s |

Yes, | ... i

Responding to an appointment

(Friday)....

suits me.

would be perfect.

That’s a ¢ood idea.

I’m afraid

I’m sorry

| can’t make it on.....

| won’t be able to ....

| really don’t think | can




Canceling an appointment
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I’m calling about out meeting. I’'m afraid........
I’d like to cancel our appointment on...

I’m afraid that | have to cancel our meeting.....

I’m afraid that I’'m not going to be able to meet you...

Confirming an appointment

I’m looking forward to seeing you on...

Okay. We’ll meet on.....at.......

Ok. See you on......at.......

WaRIUNN 3 Making Reservation

Making

Reservation

Ticket and Hotel Booking

Malee is asked to book the hotel for her company’s conference and also book the

ticket for her boss, Pimpan to Singapore.

Directions 1: Complete the conversation 1 with the appropriate phrases.

Conversation 1

Could you does the I’d like to re- Please could would you
provide room have serve you reserve mind
don’t forget can you set

up

Reservation: Le Meridien Chiangrai Resort, Saijai speaking. How can | help

you?

Malee : Good morning. My name’s Malee .

1) a

room for a conference from9 a.m. until 6 p.m for September 27%.



Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Reservation:

Malee

Are you a customer of ours already, Ms. Malee?
: Yes. It’s Waew-Wow Associated.
All right. How many participants will there be?
: 500 to 550
OK, let me check, ... Yes, that’s fine, Ms. Malee. The Utopial
is available.

: Excellent. I’d like to book it. Now, 2)

the projectors? We need 3.
Yes, and Internet. Is there anything else you need?

3) 550 pens and some paper?

Sure.

: Good. Now 4) a coffee break for 10.15,

and another break for 4.30, please?
OK. What about water and juice during the conference?

: Oh, good ideal Next lunch: 5) tables for

1o’clock?
Certainly, ma’am.

: Good. Now, 6) repeating that back to me?

Of course. September 27", The Utopia 1from 9a.m. to 6 p.m. for
500 to 550 people. Coffee at 10.15, lunch at one, and coffee

break again at 4.30, plus water and juice in the conference room.

: And 7) the equipment!

No problem. I’ll confirm it all in an email to you.

: Thanks. My email address is .....

Directions 2: Read the conversation 2 then answer questions.

Conversation 2

Agency : Eve Agency. May | help you?

Malee

: Hello. I’d like to book the flights for my boss.

Agency : | can help you with that. May | have her name, please? And

where is she traveling to?

39



Malee : Pimpan Lerdkasem is her name and she’s traveling to Singapore.
Agency : What date will she be traveling?

Malee : She wants to fly on October 2™

Agency : Excuse me. One way or round trip?

Malee : Round trip. She wants to go back on 10™.

Agency : Does she want to fly out of Donmuang or Suvarnabhumi Airport?
Malee : She would like to fly out of Suvarnabhumi Airport by Thai Airways, the
morning flight.

Agency : Let me check,.... It’s TG403. The departure time is 08.00 on October 2"

Then She’ll be back on 10" by TG 402.

Malee : That’s great. I’ll book them.

Agency : Well, | have you booked on the flights that will fit her schedule. The
tickets will arrive by mail. Would you mind giving me your email
address, please?

Malee :It’s........

1. Where is her boss traveling to?

2. Which flight she’ll fly with to Singapore?

3. When is her trip?

4. How’s different between one way and round-trip ticket?

5. Can she fly with Thai Airways from Donmuang Airport?

40
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Language Focus

Making a Reservation

I’d like to reserve/ book a room/ flight...
Does the room have a....7

Could you provide a......7

Can you organize / set up a coffee break...?
Please could you reserve / book....

Would you mind...

Don’t forget the...

Speaking

You’'re calling Le Meridiean Chiangrai Resort to make a reservation for your company.

Complete the missing sentences then practice with your partner.

Hotel : Reservation. Saijai speaking. How can | help you?

You : (Give your name and company. Say you want to reserve a meeting room
for October 25, 9.00 -3.00.)

Hotel : All right. For how many participants?

You :(Say 20.)

Hotel : Yes, that’s fine. Kaewmanee Suite is available.

You : (Ask for the room has an Internet connection.)

Hotel :Yes, it does. Is there anything else you need?

You : (Ask if the hotel could provide a multimedia projector and flip chart.)

Hotel : No problem. What about refreshments?

You :(Say you would like sandwiches and coffee at 12.00.)

Hotel : fine. I’'ll confirm this in an email.

You : (Say thanks and goodbye.)



Confirmation

Confirm Booking by Email

Malee is receiving an email to confirm booking.
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From : le_saijai@gmail.com To: maleewaewwow@gmail.com

Date : September 10 Subject : Hotel Confirmation

Dear Ms. Malee

Thank you for your reservation.

I’m writing to confirm your reservation on 27" September for the conference
room. You’ve booked The Utopial from 9 a.m. to 6 p.m. for 500 to 550 people.
We provide you 3 projectors, internet, 550 pens, and some paper. We reserve you
the tables for lunch at 1 o’clock and also serve two coffee breaks at 10.15 and
4.30. Water and juice will be served in the conference room.

| look forward to welcoming you to Le Meridiean Chiangrai Resort on September
27",

Please contact me if you have any questions.

Yours sincerely

Saijai Tipnana

Language Focus 1

Confirm Booking

I’d like to confirm your booking/ reservation on....
I’m writing to confirm...

You’ve booked....

We reserve you....

Please check your information....

You can find your information...



mailto:le_saijai@gmail.com
mailto:maleewaewwow@gmail.com

Writing
Directions: From conversation 2, you work for Eve Agency and you’re writing an

email to confirm ticket booking.
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From:

To

Date :

Subject:

Canceling Booking

Directions: Complete the conversation with the correct given words.

cancel My pleasure How can confirm you I’m calling

A: Hello. This is Malee from Waew-Wow Associated.

B: Hello. Ms. Malee. 1) I help you?

A: 2) about my booking last week?

B: Let me check... oh, yes. You have two bookings: a conference room and 10
superior rooms for your guests on the conference.

A: Right. But I’d like to 3) 2 superior rooms and change to 2

double rooms.

[ve]

: No problem. Let me 4) . Your new booking is 8 superior

rooms and 2 double rooms. Is it correct?
A: That’s right. Thank you so much.
5). Thank you for calling bye.

A: Goodbye.




Language Focus 2
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Canceling Booking

I’d like to cancel a reservation | made on....

I need to cancel my reservation.

I’d like to cancel my booking.

I hate to say this but my wife is sick so..I’d like to cancel my reservation.
Reply

No problem.

Let me check...

Let me just cancel it.

Exercise IX: Read two conversations then answer the questions.

Conversation 1

A: I'm calling to cancel a reservation | made earlier in this week.

B: To cancel your reservation, | need your name, phone number, and date of
trip, please.

A: Rudy Randolph, 818-555-1234. My reservation begins on the second
Monday of April.

B: | see your reservation on my computer. Let me just cancel it, and you'll be all
set!

A: Thanks. I'll call again when things get better at home.

B: You're welcome.

Conversation 2

A: | need to cancel my reservation. | have personal matters that need fixing.

B: That's not a problem. Just give me your name, and number, and date of visit.

A: Morgan Freeman, 818-555-2356, April 9 through 15.

B: | see your info here on the screen. I'll hit just one button, sir, and you're
cancelled.

A: Thank you. I'm glad that wasn't too much of a bother.

B: It's a pleasure. (https://www.eslfast.com/robot/topics/hotel/hotel21.htm)



45

1. What did guest 1say to cancel booking?

2. What did guest 2 say for canceling booking?

3. What kind of information did the reservation ask for?

4. When did Rudy’s reservation?

5. When did Morgan’s reservation?

Speaking

Work in pair, to create your conversation between you and the reservation to cancel
your hotel booking during 12-18 April this year. Give them the best reason and don’t
forget to make the second conversation to cancel flight from Chiang Rai to Phuket on

12 and from Phuket to Chiang Rai on18 April.



lWan1uN9 4 Business Writing

Writing Email Pattern
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From :

To:

Date :

Subject :

Salutation

Body

Close
Writer

Position/Company
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Writing and Replying an Email

Directions 3: Malee Meechop from Waew-Wow Association is organizing a confer-

ence. Read her email then answer the questions.

From: maleewaewwow@email.com

To: info@wianginn.co.th

Date:  October 12

Subject : Event for Waew-Wow Association

| am writing to ask about conference facilities at your hotel.

On October 25, Waew-Wow Association is organizing an event for 500 customers.
We would like to show and present information about our product to our guests.
Please let me know if your conference facilities are available on this date.

I would be grateful if you could send me information about the presentation
equipment, room size and catering facilities in your hotel. Please include a tele-
phone number and a contact person | can call to discuss details.

| look forward to hearing from you.

Yours faithfully

Malee Meechop

Waew-Wow Association

Language Focus 1

Salutations and Closes for Email

When you write to the customer for the first time, it is often to use a formal style.
Then look at how the customer answers. Is the reply formal or informal? From now
on, use the same register as your customer. By communicating with the customer in
the way he or she prefers, you demonstrate good customer care.

Here is an overview of standard salutations and closes in emails.


mailto:maleewaewwow@gmail.com
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Salutation

Close

When you don’t know

the name

Dear Sir or Madam/ Dear
Sirs

Hello

(Kind/ Best) Regards

Best wishes

When you know the

name

Dear / Hello Mr/ Ms / Mrs
Harvey

Dear / Hello Mr and Mrs
Harvey

Dear / Hello Ms Black and

Mr Harvey

(Kind / Best) Regards
All the best / Best wishes

When you know the per-

son well

Dear / Hello / Hi Tim
Hi Bob and John

Best (wishes) / All the
best

Take care (AmE) / Cheers
(BrE)

Rosemary Richey, English for Customer Care. 2011 : 39

Exercise ll: Match the two parts to make phrases.

1. | look forward to
We are delighted to

If you have

It was a pleasure to

2

3

4. Thank you
5

6. If you are satisfied
5

| will pay

a. for choosing our company

b. seeing you next week

C. you a visit personally

d. any further questions

e. speak to you

f. have you as a new customer

g. with the results
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Now use the phrases to complete this email to a new customer

Dear Mrs Harvey

1) on the phone yesterday.

2). As you requested here is a summary of our

discussion:

You will receive monthly service for one year.

° 3), you can renew your

contract for as many years as you would like.

® Your service fees will be invoiced monthly.

® Finally, as you are a new customer, we can offer you a 10% introductory
discount on your rate if you pay before the due date.

As we agreed,

4) next Thurs-

day, 10 September, at 10.30 to show you how to start up the service.

5), please feel free to contact me.

Otherwise,

6).

7).

Best wishes

Vera Kiddee

Sales Manager




Writing 1
Your boss, Pimpan Lerdkasem, wants you to write an email. Use your notes to help

you. You work for Waew-Wow Association. (Use the last page pattern)

Write to the Event Manage, The Legend Chiangrai Resort.
We need a large room for our Annual General Meeting in Chiangrai
Date : December 12
Numbers : 250 guests
We need information about:
1) Room size
2) Presentation equipment
3) Catering
4) Costs

Exercise lll: Join the two parts of the sentences together.

1. Please include a. to ask you about your prices.
2. Please let me know b. you could organize a meeting.
3. |'would be grateful if c. like to organize an event.

4. | am writing d. if you can meet me.

5. We would e. a photograph of the facilities.

50
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Writing 2
Sirinapa Phuwiwat wants her assistant Prapawadee Sukjai, to show Malee around the

Wianginn Hotel. Complete the email she wrote to her.

From : To:

Date : Subject :Visit from important customer

Dear Prapawadee

Tomorrow, Malee Meechop from Waew-Wow Associated is coming but I’'m not

well so can you 1) me? She is arranging an event on October 25
so could you 2) her the conference facilities?
Also, are you 3) to take her to lunch? | want her to see how good

the catering is.

Finally, would you 4) showing her the gifts we plan for the guests

at the event? She called to order them.

Is this OK with you? Please 5) if there is any problem.

Best wishes

Sirinapa

Memorandum

Memorandum Writing Techniques

What is memorandum:. It is a note, document or other communication that helps the
memory by recording events or observations on a topic, such as be used in a busi-
ness office. The plural form of the Latin noun memorandum so derived is properly
memoranda, but if the word is deemed to have become a word of the English lan-
guage, the plural memorandums, abbreviated to memos, may be used. (Wikipedia)
When you work in the office in every department, you should to communicate with
the others in each department. In case to communicate with people outside the of-
fice or company, you can make a phone call or sometimes you may send an email,

write a business letter or send a fax. But communication within the office you can
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write memorandum or memo. First of all, you should know how to write it. Let have
a look at the techniques to write memo. Then practice a lot and a lot so you can be
improved in business writing.

Writing Memo’s heading

1. Type “MEMORANDUM” at the top of the page.

2. Address the recipient appropriately. A memo is a formal business communica-
tion, and you should address the reader formally as well. Use a full name and
title of person to whom you are sending the memo. If you are sending a memo
to the entire staff, you might write: “TO: All Employees”.

3. Add additional recipients in the CC line. The “CC” line indicated who will re-
ceive a courtesy copy of the memo. This is not the person to whom the memo
is directed. For example: “To: All Employees” , “CC: Wilai Mee”.

4. Write your name in the “From” line. The heading needs to include who is
writing and sending the memo.

5. Include the date. For example: DATE: January 12, 2019.

6. Write the “Subject” line. It gives the reader an idea of what the memo is about.
Be specific but concise.

7. Format the heading properly. For example:

MEMORANDUM

TO: All Employees

CC: Wilai Mee

FROM: James Mar

DATE: January 12, 2019

SUBJECT: Ant Problem in the Office
Writing the Body of the Memo

1. Consider who the audience should be. In order to get people to read and
respond t the memo, it’s important to tailor the tone, length, and level of
formality of the memo to the audience who will be reading it.

2. Skip a formal salutation. A memo does not begin with a salutation like “Dear
Mr. Peterson”.

3. Introduce the problem or issue in the first paragraph.
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4. Give context for the issue at hand. Your reader may need some background
information about the issue you’re addressing. Give some context, but be brief
and only state what is necessary.

5. Support your course of action in the discussion segment. Give a short summary
of the actions that will be implemented. Give evidence and logical reasons for
the solutions you propose. Start with the most important information, then
move to specific or supporting facts.

6. Suggest the actions that the reader should take.

7. Close the memo with a positive and warm summary. The memo’s final para-
graph should restate the next steps to address the issue at hand. It should also
include a warm note that reiterates the solidarity of the organization.

(https://www.wikihow.com/Write-a-Memo)

Writing Memorandum

The Example of Memorandum

MEMORANDUM

TO: All Employees

CC: Wilai Mee

FROM: James Mar

DATE: January 12, 2019

SUBJECT: New Policy

As of March 1, 2019, Waew-Wow Association will be implementing new policies regard-
ing health coverage. All employees will receive health coverage and will make a min-
imum of B200 per hour.

The county government voted to require all employees in the county to receive a B
200/hour minimum wage.

All employees must use the new accounting system by March 1, 2019.

I will be ¢lad to discuss these recommendations with you later on and follow through
on any decisions you make.

Thank you for your cooperation.

Best

James Mar


https://www.wikihow.com/Write-a-Memo
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Memo Format

We don’t really fix the format of memo. Sometimes we put the word “Memo” or
“Memorandum” in the middle of the page or it can be on the left. The “CC” line
cannot be found in every time and it’s not very often to write salutation for memo-

randum.

MEMO

From:

To:

Subject:

Date:

Body

Close

Your name

Writing

Look at the given format and example then write the memorandum for the following
directions: You are the Personnel Manager, write the memo to all staff to inform
them about the day-off from the 14" - 18" January, 2019 for the company owner’s
birthday. Tell them that during those days, they still be paid.

(Write on your paper)

Invitation

Invitation Card and Invitation E-mail
There are many ways to make an invitation. You can call someone to join your event

or conference or you can write to them both formal and informal styles. It depends



on whom you’re writing to. Invitation card is a kind of invitation you can send to
someone.

Card 1

55

To celebrate 10" anniversary for Waew-Wow Association.

You are invited to

Sangdao Charity Concert

Saturday, December 8" at 7 p.m.

Grand Hall, the First Church

Salee Gate, Chiang Rai

Confirm your seat at www.waewwow.co.th
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Card 2

Join Us

in celebrating the new home of

Waew-Wow Association

Grand Opening

Friday, December 7" at noon

45/12 Prapasir Road

Muang, Chiang Rai
*Jewelry Collections
*Best prices

*Friendly, courteous service

visit www.waewwow.co.th

Writing 1

Write the invitation card to invite your guest to join the 10™ anniversary of your com-
pany at Grand Hall, the Imperial Lanna Hotel at 6 p.m. on May 5. Don’t forget to in-
form them to dress in theme of Walt Disney.

Directions 1: Malee Meechop is inviting different people to the Waew-Wow event

that she is organizing. What is the difference between the two emails?
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A

Dear Mr. Lee

| am writing on behalf of Pimpan Learkasem, CEO for Waew-Wow Association. We
would like to invite you to our Waew-Wow event on October 25 from12 pm to 6
pm, follow by dinner, at Wianginn Hotel, Chiang Rai.

At the event, we are presenting our newest collections to our major customers
and partners. It will be an opportunity for you to meet and talk to our top design-
ers.

Please find attached an agenda for the day and the venue. We hope you are able
to attend and we look forward to meeting you on October 25.

Yours sincerely

Malee Meechop

B

Dear John

Pimpan asked me to write to you. On October 25 we are organizing a Waew-Wow
event for our major customers and partners to present our latest collections at
Wianginn Hotel, Chiang Rai. It starts at noon and there will be a dinner in the even-
ing. Are you free on this date, and would you and Paul like to come?

The agenda for the day and the location details are attached. | hope to see you
on October 25.

Best wishes

Malee
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Language Focus 1

Invitations
Formal Informal
| am writing on behalf of ..... X asked me to write to you.
We would like to invite you to ... Are you free on this date/ at this time /
in November?
It will be an opportunity for you... You’ll have an opportunity to...
We hope you are able to attend... Would you like to come?
We look forward to meeting you/ seeing | | hope to see you on...
you there.

James Schofield. Workplace English 1.2011 : 47

Exercise I: A colleague has written an invitation to customers for a
sales conference to show your latest collections. She wants you to check it. The un-
derlined parts are too informal. Rewrite the parts with more suitable, formal lan-

guage.

Dear Mr. Harvey

1.We want you to come to our sales conference on November 3. Please save the

date.

2.1t’s going to be in the Legend Hotel.

3.I1t’lL be a great chance for you to meet our staff.

We look forward to welcome you to Chiang Rai in the near future.

4.Cheers

Sl
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Writing 2
Your boss, Pimpan Lerdkasem, wants you to invite a very important customer to a

meeting and then lunch. Use your boss’s notes to write the invitation.

Please write to Robert Hill, Order Manager at Lowis Jewelry.

Invite him to our key customer meeting Tuesday morning, 13 March.
I want him to meet our Managing Director and the sales team.
Then I will take him to lunch at the Peak.

Thanks!

Pimpan

Replying for Invitation

Directions 2: Look at these three replies to Malee Meechop’s invitation to the

Waew-Wow event. Who accepts the invitation and who doesn’t?

A

Dear Ms. Meechop

Thank you for your invitation to my manager, Mr. Lee, for the event at Waew-Wow
Association on October 25. Mr. Lee is pleased to accept your invitation and will at-
tend from 12.00.18.00 and the dinner event at the Wianginn Hotel.

Yours Sincerely

Jintana Jung

B

Dear Ms. Meechop

With reference to your email of October 2, unfortunately Ms. Harvey is unable to
attend the Waew-Wow event on October 25 due to a business trip on that date.
We wish you success with your event.

Best regards

Erika Framing




C
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Hi Malee

Regards
John

Thanks for the invitation to the event on October 25. I’'m afraid | can’t come be-
cause I’m on vacation at time. But Paul is free and he’s looking forward to seeing

you and Pimpan again. | hope everything goes well.

Language Focus 2

Accepting or declining an invitation

Thank you for your invitation to....

Thanks for the invitation to.....

Unfortunately, ABC is unable to at-

tend.... due to.....

ABC is please to accept your invitation.

I’'m afraid | can’t come because..

ABC is free and is looking forward to see-

We wish you success with your event.

| hope everything goes well.

James Schofield. Workplace English 1.2011

WBuUIUNA 5 Business Letter

Types of Business Letter

: 51

There are many types of business letter and letters in English often begin with the

reason for writing. Look at the opening words of seven different letters and complete

the sentences, using the phrases on the right.

Example: | am writing to confirm our meeting next week.

| am writing to confirm...

| am writing to apologize ...
| am writing to answer to...

| am writing to thank you...
| am writing to inquire....

| am writing to inform you...

| am writing to regarding....

.for the delay.

.your letter of 2 October.

.. our meeting next Monday.

.. about your English courses.

.. the order we receive.

..for sending me the catalogue.

.. that | will not be able to come to your reception.
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Exercise | : Study the following letters and identify what kind of letter each is.

a. An enquiry . A thank-you letter
b. A covering letter d. An invitation
1 Chechehouse Associates

122 Eyot Place, Bath BA1 4XT

22" February, 2025
Smith Security Systems
Smith House
High Street
Oxford OX1 7QP
Dear Sirs,
We are writing concerning the security locks (B 701) described on page 20 of your
catalogue, which we received yesterday.
It is not clear if the locks can be used on all types of windows or are only suitable
for use with wooden windows. Please could you advise us on this. We enclose
specifications of the windows we intend to fit the locks to.
We look forward to hearing from you.

Yours faithfully,

Leo Jefferson
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2 SMITH SECURITY SYSTEMS

Smith House High St. Oxford OX17QP

6 March 2019

Mr Bernard Leo
Somsri Ware Store
Radpraw Bangkok
Thailand 10120
Dear Mr. Leo
Thank you for your inquiry about our smoke alarms.
Please find enclosed a brochure and a copy of our price list for this year. You will
see that we are offering a special discount on our Little Gem range until the end
of next month.
Please contact us if you require any further information.
Yours sincerely
Thomas Hook
Thomas Hook

Sales Dept.




63

3 INSTITUTE OF MEDICINE & PHARMACEUTICAL PREPARATIONS

FERN HOUSE, BRIDGEWATER ROAD, EXETER, DEVON EX9 2AP

April 3" 2025

Phillip Wagner
Marketing Manager
Reach Pharmaceuticals
31004 Zurich
Switzerland
Dear Mr Wagner
| do not know if you remember me — we met at the Healthcare Exhibition in Zur-
ich last year.
We are holding another conference on Pharmaceuticals and the Law in Paris from
April 10-15 and we would be very pleased if you could participate. Perhaps you
would also like to speak to the conference about the law is Switzerland?
| look forward to hearing from you and hope very much that you will be able to
attend.
Yours sincerely

Donald Young
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4 Joseph Winters Consultants
12™ June 2025

Sarah Louis
Communications Officer
Sukumvit 72, Bangkok
Thailand 10111

Dear Sarah,

| am writing to thank you for your help and advice with my research. | am sorry
that | have not written before, but | have been very busy.

It was very kind of you to meet me last week and discuss my paper on Customer
Training — your suggestion and comments were very useful. | will, of course, send
you a copy of the full report as soon as it is ready.

Please contact me the next time you come to Malaysia. | would be delighted to
meet you again. Give my regards to your colleagues in the Communications De-
partment.

Yours,

Joseph Winters

Joseph Winters

Note that in the US, the salutation in letters is often followed by a colon (Dear Mr
Brown: ). In the UK there is often no punctuation used here, but sometimes people
put commas after both the salutation and the close (Dear John,...kind regards, ....).
Whether there is a comma or not, the first word in the letter always starts with the
capital letter.

(Rosemary Richey, English for Customer Care,2012: 39)
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The Letter Format

What can be found in the business letter?
® The Letter head: There are company name and address at the top of the
page.
® Date: Write the date you’re writing the letter.
® |nside address: It’s the receiver’s address.
® Salutation: Greet the reader, e.g. Dear Sirs.
® Body: It’s the content of the letter.
® Complimentary Close or Close: To end the letter like, sincerely yours.

® Signature block: Sign your name then type your full name and position or ti-

tle below it.

® Enclosure: If there is an attached document, you can inform the reader here.
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Example

PK Book Center

12/1 Kohloi Rd. Robwiang The letter head

Muang, Chiangrai, 57000

May 12, 2025 —Mate

Surachai Phuchi

Lion Internatinal Co.,Ltd. Insigle address

445 Suthep Rd. Muang

Chiangmai, 53600

Dear Mr Phuchi —SBlutation Body

Thank you for your letter which we received on May 20. We apologize for the er-
ror.

Two manuals - #TM-0023-6 and #TM 0028-9 will be sent by overnight mail.

You will receive them tomorrow. A new invoice (No. 1243) for 12,500 baht is en-
closed.

Again we regret the error and apologize for any inconvenience. We look forward to
serving you in the future.

Sincerely yours,  —@®mplimentary close

Somboon Jaimai

Somboon Jaimai ignature block

Supply Manager

Encl. Invoice No. 1243 nctosure
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Business Letter

The Enquiry Letter
The purpose of the enquiry letter is to ask for information, samples, quotations, cata-
logues, brochures...

® |nclude the information that will help the receiver to answer your questions

satisfactorily.
® Say why you are making the enquiry.
® State your request as a question or statement.
® |dentify specifically what you want: catalogue, brochure, samples, information
about an item or service.
(Marisela Toselli and Ana Maria Millan, English for Secretaries and Administrative Per-
sonnel,2008: 44)
Note: How’s different between enquiry and inquiry? The corresponding noun is en-
quiry or inquiry. Either spelling can be used, but many people prefer enquire and en-
quiry for the general sense of “ask”, and inquire and inquiry for a formal investigation

(https://www.google.com/search?source)

Exercise | : Read the model of enquiry letters. Then answer these questions.
1. What is each letter requesting?
2. Have the sender and receiver corresponded before?

3. What differences in style are there between the two letters?
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September 12, 2025
E. Brilliant
Export Manager
Hoga Verktyg 52
Goteborg
Sweden

Re: Order 25

Dear Mr. Brilliant

We have received your letter of September 1 concerning our order for spare car
parts. We would be grateful if you could confirm shipping and delivery dates.
We would also like information about the ABC tires you are producing for race
cars.

Yours sincerely,

Peter Parker

b.

From: Martin Lee
Sent: Monday, 12 September 2025, 10.30 a.m.
To: Crossbow Gifts

Subject: Executive pens

Dear Sir or Madam,

We are interested in your new line of Executive pens. Please send us an offer
quoting your best terms and discount for cash payment. Thank you very much.
Cordially,

Martin Lee
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Language Focus 1

Opening Sentences

| saw your advertisement in...

We are interested in....

Enquiry

Could you please send me / us ......7

I would be grateful if you could inform me /us about.....

| would also like information / details about.....

Exercise I: A secretary of Producing Manager is writing an enquiry letter, please com-

plete the following body of letter.

Dear Sirs,
We are the jewelry designer and we 1) in a Word Diamond
Magazine. We 2) in your diamond selector II.

3) send me your 4) and 5)?

Thank you very much

Kanya Devy

Reply to an Enquiry

It’s a letter to answer the potential customer about the information they asked or
something they asked for.

Always reply promptly to routine requests from a potentially interesting client or to

large and regular orders.
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Look at excerpt of a reply to an enquiry.

Dear Mr. Salomon

In answering to your letter on August 15, our shop in Pattaya is opened Mondays
to Saturdays from 9 a.m. to 8 p.m. You can reach us by 089 125 1456.

Please feel free to get in touch if you have any more questions.

Regards

Lora Tomson

15 February, 2025

FB &G

212 Thanalai Rd.

Muang Chiangrai 57000

Dear Sirs,

| am enclosing a catalogue and current price-list for our Printers as requested in
your letter of 11 February. The Magna Model that you mention is an excellent ma-
chine but it is large in size and slow for your needs. If you require a printer that
works at a higher speed we recommend the Magna Senior Model. You will find a
full description of it on p.10 of the catalogue.

We will be pleased to send you any further information you may need.

Yours faithfully,

Sompob Meeboon

Sales Department
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October 21°, 2025

Mr. Philip Wagner

78 Columbus Ave.

Kansas City, Kansas 96100

Dear Mr. Wagner

Thank you for your letter of 15 October, requesting information about our new line
of financial calculators.

Our latest model is the FCX Special that has a wider range of functions, wider
screen capacity (10 digits), in comparison to the FC model, and it is programmable.
We can supply the FCX Special at $80, a very reasonable price if you consider its
advantages.

We look forward to receiving your order.

Very truly yours,

Aoi Yamada

Sales Department

Language Focus 2

Opening Sentences

Thank you for your letter / enquiry of....

We have received your letter of....

We were pleased to receive...

Action

| am/ we are enclosing....

We are sending you a copy of....

We can supply / offer.....

Closing response

| will be pleased to send you any further information you may need.

We look forward to receiving your order.

We will deal promptly with any order you send us.
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Writing

You saw the advertisement on Sports Magazine yesterday. You’re interested in Under
Armour sport shoes, write an enquiry letter to Under Armour Thailand (find the ad-
dress from the internet) to ask for the catalogue and price-list and don’t forget to ask

for any promotion.

Ordering

Before making an order, sometimes we send an inquiry (enquiry) letter to ask about
the prices of certain products or services. Then the sales department will send you
back a letter which is call quotation to answer all questions from the potential cus-

tomer.

The Order Form
The ordering form is a form the customer sends along with the ordering letter to ask

for goods from the supplier.

Example
The following is the example of the order form from Purchasing Manager at Waew-
Wow Association needs to purchase new supplies of gloves and overalls for the fac-

tory workers.
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ORDER FORM
Gloves Overalls

Type Size | Unit Price | Quantity Color | Size | Unit Price | Quantity
8 175 S 2000

AG3 10 175 Grey M 2200
12 158 L 2400 20
8 200 S

AGT 10 200 Light M 10
12 200 Blue L
8 100 Total =

RG7 10

Total =
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Correcting information
| ordered....buy you sent...
| didn’t want....l wanted....

Not twenty-two, buy thirty-two.

You sent us the wrong... /too many...

You didn’t send enough....

Checking facts and reacting
What was that again?

Did you say twenty-two?

Fine.

I’m sorry about that.

Ordering
I’d like to order some......
We also need......

| need...... /we need......
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Exercise II: Use below information to complete the order form. Prices are in the box

below and quantities are in bracket.

*Ad Paper :
*A3 Paper :

Pricing Information

*Black Pens: 250 baht/ box(2)
*Blue Pens : 260baht/box (2)
199baht/ream(10)

250baht/ream(3)

*Printer Ink : 1,450baht/pack(3)
*Tape (Large) : 250baht/roll(10)
*Glue :65baht/stick(20)

S&P Stationers
Order no. 12345

ORDER FORM

Customer : Waew-Wow Association
Date : 12 November, 2025

Sales Representative: Peter Wong

Item

Quantity

Packing

Price

Black Pens

Total :

Writing Order

The order letter is the way customers purchase goods and services by post, e-mail or

fax. If you send the purchase order by post or fax, you should accompany it with a

cover letter. (Letter of order)
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a.
Fax James White Catering
32 Robwiang Muang, Chiang Rai
57000
To: P &FLtd.

75 Riverside Road
Gloucester GL4 6YZ
Date: Auguestl, 2025
Pages: 1 of 2
Dear Mr. Martin
We thank you for your quotation of 25 July and attach our purchase order for the
stated items
Delivery is required by August 5" 2019.
Yours sincerely
James White

General Manager

b.

From : James White

Sent : Monday, 5 August, 2019 10.30 am

To: Burrows Chinaware

Subject: Order from Fall catalogue

Dear Sir,

Thank you for your letter of 10" July, 2019. I’d be grateful if you could send me

the following items listed in the Fall catalogue:

Description Quantity Article Design Price
cups 2 dozen 1234 Florence $20
saucers 2 dozen 1564 Florence $20
dishes 3 dozen 8532 Venice $30
mugs 3 dozen 5623 Camping $15

Please send these items by air freight and send the invoice to my usual address.
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Purchase Order

To : Davis and Evans Ltd. No. 14/789

Att.: Peter Collins Date: August 2019

Please supply :

Quantity ltem No. Model Price
2 dozen 1234 Florence $20

2 dozen 1564 Florence $20

3 dozen 8532 Venice $30
Goods required by: Delivery address:

Sept. 1%, 2019 32 Robwiang Muang

Chiang Rai 57000

Payment Terms

10% discount

COD
James White
General Manager
Pages: 2 of 2
1. Did James ask for a 10% discount from Burrows Chinaware. T/F
2. James needed Burrows Chinaware to send the items by air.
T/F
3. Davis and Evans Ltd. is in Chiang Rai. T/F
4. There were two pages of the fax.
T/F
5. James needs the items from P & F Ltd. by 5 August. T/F

Language Focus 2

Order Letter

Opening sentences

Thank you for your letter / quotations of.....
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We enclose our order for....

Please send the following articles.....

The prices quoted in your letter are satisfactory....
Please arrange to deliver these products...

Please inform us (when x will be in stock)
Closing sentences

We would appreciated prompt delivery.

Please confirm delivery by...

We look forward to receiving...

(Marisela Toselli and Ana Maria Millian, English for Secretaries and Administrative Per-

sonnel,2008: 5)

Writing

You’re working for Waew-Wow Association. Write the order letter to J&B Jewelry Sup-
port Store to order 100 ring boxes, 50 jewelry boxes, and 100 small red bags. Ask
them to deliver within 5 business days.
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Directions I: You’re receiving a phone call from a customer. He/She would like to

leave a message for your boss. Take a conversation between you and a customer

using a given prompt. A teacher will be a customer. (Speaking test)

You: (Anwer the phone call).

Customer: I’d like to speak to Susan, please. Is she available at the moment?

You: (Ask who is calling).

Customer: Tom Lee. I’'m calling from Hong Kong.

You: (Ask the caller to wait, then tell him/her that your boss is at a meeting and ask

the caller to leave a message).

Customer: Yes, please ask her to get back to me as soon as possible. My number is
088 543 7654.

You: (Say you can’t hear it and ask a caller to repeat the number).

Customer: Yes, it’s 088 543 7654.

You: (Make sure your boss will get a message then offer more help).

Customer: No, thanks.

You: (End a call).

98 2

Directions II: You would like to make an appointment to meet Jonathan Burn next
Friday for new project. Make a phone call to his secretary (a teacher). Ask to meet on

Friday 2 p.m. if possible. (Speaking test)
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40 3
Directions lll: You’re calling Le Meridiean Chiangrai Resort to make a reservation for

your company. Using a following prompt. A teacher will be a hotel reservation.

(Speaking test)
Hotel : Reservation. Saijai speaking. How can | help you?

You : (Give your name and company. Say you want to reserve a meeting room

for October 25, 9.00 -3.00.)

Hotel : All right. For how many participants?

You :(Say 20.)

Hotel : Yes, that’s fine. Kaewmanee Suite is available.
You : (Ask for the room has an Internet connection.)
Hotel :Yes, it does. Is there anything else you need?

You : (Ask if the hotel could provide a multimedia projector and flip chart.)

Hotel : No problem. What about refreshments?

You : (Say you would like sandwiches and coffee at 12.00.)

Hotel : fine. I’'L confirm this in an email.

You : (Say thanks and eoodbye.)

Directions IV: Read a conversation, you work for Eve Agency and you’re writing an
email to confirm ticket booking.

Agency : Eve Agency. May | help you?

Malee : Hello. I'd like to book the flights for my boss.

Agency : | can help you with that. May | have her name, please? And

where is she traveling to?

Malee : Pimpan Lerdkasem is her name and she’s traveling to Singapore.

Agency : What date will she be traveling?

Malee : She wants to fly on October 2nd.

Agency : Excuse me. One way or round trip?
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Malee : Round trip. She wants to go back on 10th.

Agency : Does she want to fly out of Donmuang or Suvarnabhumi Airport?

Malee : She would like to fly out of Suvarnabhumi Airport by Thai Airways, the
morning flight.

Agency : Let me check,.... It’s TG403. The departure time is 08.00 on October 2nd.
Then She’ll be back on 10th by TG 402.

Malee :That’s great. I’ll book them.

Agency : Well, I have you booked on the flights that will fit her schedule. The
tickets will arrive by mail. Would you mind giving me your emai address, please?

Malee : It’s.......

From:

To

Date :

Subject:

48 5
Directions V: Write the memorandum for the following directions: You are the Per-
sonnel Manager, write the memo to all staff to inform them about the day-off from

the 14th — 18th January, 2019 for the company owner’s birthday. Tell them that dur-
ing those days, they still be paid.

42 6
Directions VI: Your boss, Pimpan Lerdkasem, wants you to invite a very important

customer to a meeting and then lunch. Use your boss’s notes to write the invitation.

Please write to Robert Hill, Order Manager at Lowis Jewelry.
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Invite him to our key customer meeting Tuesday morning, 13 March.
| want him to meet our Managing Director and the sales team.

Then | will take him to lunch at the Peak.

Thanks!

Pimpan

40 7
Directions VII: You saw the advertisement on Sports Magazine yesterday. You’re in-
terested in Under Armour sport shoes, write an enquiry letter to Under Armour Thai-

land (find the address from the internet) to ask for the catalogue and price-list and

don’t forget to ask for any promotion.

40 8

Directions VIII: You’re working for Waew-Wow Association. Write the order letter to
J&B Jewelry Support Store to order 100 ring boxes, 50 jewelry boxes, and 100 small
red bags. Ask them to deliver within 5 business days.

Waew-Wow Association’s Address.......
J&B Jewelry Support Store
256 Nimmand Road
Muang, Chiangmai 53000

January 16, 2025

Dear Sirs,
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