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knowledge sheet

using the correct greeting and

Hello. &35/

Greetings and Introductions

Before you are starting to have business communication, you must be
introduction. Therefore, greeting and good

introduction increases the chances of successful contact for business cooperation.

Good morning. §38ANDULYT

Good afternoon. aiaanauyie

Good evening. aiaanauiiiu

How are you? auiansalUa

How are you doing? 8U8A%IasUa7

Informal Greeting

Hi. a¥ah

How are things? @ulgfnsalUan
What’s up? @ueAvsaLian

How’s life? aungfnsotlan

How have you been? @ungfnsoilan
What’s new with you? a@ulgfnseiuan
How’s it going? @uneAnsaLUan

Fine, thanks. aungf YauAm

Very well , thank you U190 VDUAN

Very well indeed, thanks.

AUNBAIII 9 vauA

Quite well. @u1gf

Not too bad. laiuginuluvinlng

Not so bad, and you? Liugilus auae
Not so well lately. lippg@minls

So so. g’u 9

Couldn't be better. 1AUAUANNTANN

Nice day isn’t it? ®In1eRug
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Grammar: Question words

We use question words to ask types of questions. Question words are also

' ,\ called “wh”questions because they include the letters “W” and “H”.
N

What = azls When = Lﬁﬂl‘i Where = ﬁ'l.wu
Why = 9yily Who =1a3 Whom =1las
Whose = 92dlAs Which = aulvu How = a8dls

What: Asking for information about something, asking for a reason, asking for repetition or confirmation, and
asking why.

What is your family name? muaqaumqmﬁaas‘lﬁ

What is between a pencil and a pen? avlsagssninfuasuazuinn

What do you do? Anilondwerls

What is your nationality? Aulldyniezls

What is the weather like? anvazameuagisls

What did you do that for? qmﬁwl.-dufu.ﬁaaz"ls

What time is it right now? pouinanAluwd

What are you doing now? qmﬁﬁﬁqﬁﬁaﬁl‘sag"mauﬁ

When: Asking about time.
When do you arrive? ﬁzumf'fmﬂah

When do we start working on the new  waninazBuvhlasinsinsidielns
project?
When does she come home? naeuznavanitudielns

When do they leave Thailand? wnenazesnanszmelnediolns

Where: Asking in or at what place or position.

Where will you go tonight? ﬁuﬁqm%"lﬂlwu
Where do you live? ﬂmmﬁaagﬁlwu
Where are you going? qmﬁ’lé’wﬂﬂlwu
Where does she study? LﬁEJL%EJuagjﬁlmu

Where will you get off the sky train? qmawdlvdﬁwamﬁlmu

N
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Why: Asking for reason, asking what...for.

e

Why did you come late? Minlunaubanane

Why do you believe that? ﬁﬂlﬂ@mﬁdL%iaLﬁ&uﬁu

Why does it have to be me? viluudeaduduy

Who: Asking what or which person or people (subject).

Who comes with you? ﬂ[,mmﬁllﬂm
Who is that guy? Honeaunndulas
Who are you? ﬂlﬁuL{]uIﬂi

Who stole my umbrella? Tasvluasusuld
Whose: Asking about ownership.

Whose fountain-pen is this? Unnmiindusuiiduvesias

Whose bag is that? nssiihlutiuvedas

Which: Asking about choices.

Which car do you like? soAulnunnugey
Which words are incorrect? A lyudnanis

Which is your book? ylsfovoanauau b

How:

1. Asking about the condition or quality and asking about manner.

How are you? Aouduegielsdng
How is the weather? aneueeglsting
How is your holiday? Tungandudilaing
How is your day? fuﬁ’@mﬁ]ua&i’mhﬁw
How do | look? uuguaenglsing

How is your mom? wivasnautuegtlstng

&= —

e /
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6. WUUEHNMR/LUUNAEDU

Business Greetings

Pre-test

Choose the correct choices.
1. Molly : Good morning. How are you doing?
Sofia & e , thank you. And how about you?
Molly : I’'m fine, thank you.

a. Very well.  b. What’s up?

c. Hi. d. Hello.
2. Julia s His e .
Bella : Fine, thanks. And you?
Julia : Not too bad, thanks.

a. Good morning. b. How is it going?

c. Quite well. d. Not so bad.
3. Noah : Hello, Jeff. | haven’t seen you for a long time. ....cccceeeeeveviicen. .
Jeff : I’'m all right, thanks. And you, Noah?
Noah : .oooeeeeeieen. , thanks.
a. How much are they / Very well.
b. Where are you? / Thank you.
c. What’s wrong with you? / Certainly.
d. How have you been? / Not too bad.
4. Owen : Hello. Let me ..o myself. I’'m Owen.
Luis : Hello. I’'m Lydia. Nice to meet you.
Owen : Nice to meet you, too.
a. interviewer b. introduction
C. introduce d. interview
5. John : Mr. Jacob. I’d like you to meet Mr. Smith. Mr. Smith, this is Mr. Jacob.
Jacob : How do you do? Pleased to meet you.
SMIEN ¢ e, . Pleased to meet you, too.
a. How do you do?  b. How have you been?

c. How are things? d. How is it going?

17



6. Al e should we hire you?

B : Because I’m able to work under pressure and meet tight schedules.

a. When b. Where
c. Why d. What
ToA T s is your greatest strength?
B : | have an extremely strong in communicating skills.
a. When b. Where
c. Why d. What
B A were you born?
B : | was born on September 8, 1982.
a. When b. Where
c. Why d. What
9 A are you going?
B : I’'m going to the office.
a. When b. Where
c. Why d. What

10. What is the small card with one’s name, occupation, official position, address, and
telephone number to give for others?
a. Business card b. Business guard

c. Nametag d. Nameplate

18
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Unit1l Name

Class No.

Worksheet 1.1
Listen then write the words in the blanks.
1. A : Hi Lilly, how you?
: Very well, Thank you. How about you?

: I’m fine Thank you.

: Hello. My name’s John.

B : Hi, John Nice to you. My is Henry.

to meet you, Henry.

: Hi, Chris. | haven’t you in a long

B:Hi Jake. How have you been?

: SO so.

: Blairl How is it

B : Not too bad, yourself.
A : Pretty good Thanks.

. A: Hello. Let me myself. I’'m Cooper.

B: Hello. I’m Maria. Nice to meet you.

A: Nice to meet you, too.

Worksheet 1.2

Listen then circle the correct choices below and write them in the blanks.

Mr. Smith: , Mrs. Payne.

Mrs. Payne:  Good morning Mr. Smith.

Mr. Smith: I’m fine thanks, and you?

Mrs. Payne: . Mr. Smith, this is my , Frank.

Frank this is Mr. Smith, the manager from Robert

Mr. Smith: Pleased to meet you.

Frank: Pleased to meet you too.

Mrs. Payne:  Well, soodbye Mr. Smith, it was
Mr. Smith: Me too. Goodbye.




Worksheet 1.3 Choose the correct choices.

1.

A:

B

a.

o

@ = o 0 Yo = o 0 o

o

@ > o 0

did Michel give Ryan?

: She gave him a pen.
Who

What

When

Where

did your mother cook dinner?
: She cooked it at 18.00.

Who

What

When

Where

car is yours?

: The white one.
How

Who

What

Which

was it very quiet in the office?

: Because there was nobody inside.
How

Why

When

Whose

did they play in this morning?

. In the playground.
What

When

Where

How long

20



10.

[ve]

o

o

o

o

o

® > o 0

® » o 0

magazine is this?
:It’s Laura’s.

Who

What

Whose

How much

did you work with?

: Mary work with me.
How

Who

When

Whom

office is Kathy from?

: JTL Company Limited.
What

When

Whose

How many

do they like, the blue or black one ?

: The blue one.
How

What

Which

How much

do you ¢o to the office?

: By car.
How
Who
When

How often

21
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Unitl Name

Class

No.

Worksheet 1.4

Match the word questions with the replying by putting a, b, c... in the blanks.

Questions

1. What’s your name?
2. Where do you work?
. Where are you staying?
. Which is your book?
. Whom did you meet yesterday?
. When do they leave Thailand?
. How do you do?

. What do you do in your free time?

O o0 N O o ~AW

. How is your English?
10. Why did you leave your previous
job?
Worksheet 1.5

Answer the questions about the passages.

Replying
a. I’'m staying at Dusit Thani Hotel.
b. Maybe on next Sunday.

c. | work for N&B an accountant company.

d. | like listen to music when | have free time.

e. | am ready to move on to a new challenge.

f. A small one is on the table.

g. | have a good command of English.
h. My name is Jack Peterson.

i. | met Steven yesterday.

j. How do you do?

1. What’s the item of Samsung has become its most important source of income?

2. Who established the Samsung brand?

3. How many groups of the business were separated after the departure of the founder

president, and what are they?

4. When did Samsung begin to enter the electronics industry?

5. Where is the head office of the Samsung company?
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Unitl

Worksheet 1.6

Name

Class No.

Questions about the passages: Write true or false.

I

10.

Samsung was founded in 1983 by Lee Byung Chul.
Samsung Group is the name of the company in North of Korea.

Samsung entered the electronics industry in late 1960.

Samsung has separated the business into four groups after the
departure of the founder president.

Nowadays, Samsung’ business is divided into five units.

Samsung is the world's largest information technology company.
Samsung has decreasingly globalized its activities and electronics; in
particular.

Mobile phones of Samsung have become its most important source of
income.

Samsung’ business is distributed in seven continents.

Samsung is producing the main components used in the manufacture

of innovative digital devices of the world in the twentieth century.



https://en.wikipedia.org/wiki/Electronics_industry
https://en.wikipedia.org/wiki/List_of_the_largest_information_technology_companies

Worksheet 1.7

24

Match the words to the correct meaning about the passage of “Column A” with “Column B”

by putting a, b, c... in the blanks.

Column A

1

2
3
a

9.

. company
. headquarter
. subsidiary

. business
industry
manufacture
innovative

distribute

electronic

10. continent

Column B
a. all types of work that generate profits for the person
b. new inventions or changes from the original
c. invention, creation, production

d. the large land masses on the earth's surface consisting

of various countries

e. the head office of the company that is dividing into
subsidiaries

f. especially of equipment used in a system of operation

g. organizations that carry out activities for profit

h. businesses that use capital and labor to create
productivity

i. diffused or divided into different places

j. a branch of the company is separating from the head

office


https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/land
https://dictionary.cambridge.org/dictionary/english/masses
https://dictionary.cambridge.org/dictionary/english/surface
https://dictionary.cambridge.org/dictionary/english/various
https://dictionary.cambridge.org/dictionary/english/country
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/equipment
https://dictionary.cambridge.org/dictionary/english/system
https://dictionary.cambridge.org/dictionary/english/operation
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Worksheet 1.8

Create a business card. Make a draft below. Try using a computer program to produce your business

card. It depends on the student.

Post-test

Choose the correct choices.
1. Molly : Good morning. How are you doing?
Sofia & e , thank you. And how about you?
Molly : I’'m fine, thank you.

a. Hi. b. Hello.

c. Very well.  d. What’s up?
2. Julia s His e
Bella : Fine, thanks. And you?
Julia : Not too bad, thanks.

a. Quite well. b. Not so bad.

c. Good morning. d. How is it going?

3. Noah : Hello, Jeff. | haven’t seen you for a long time. ......cccocovvveeieieieine. .
Jeff : I’'m all right, thanks. And you, Noah?
NOAN & oo , thanks.
a. Where are you? / Thank you.
b. How much are they / Very well.
c. How have you been / Not too bad.
d. What’s wrong with you? / Certainly.
4. Owen : Hello. Let me .o . myself. I’'m Owen.
Luis : Hello. I’'m Lydia. Nice to meet you.
Owen : Nice to meet you, too.
a. introduce b. interview
C. interviewer d. introduction
5. John : Mr. Jacob. I’d like you to meet Mr. Smith. Mr. Smith, this is Mr. Jacob.
Jacob : How do you do? Pleased to meet you.
SMIth & e . Pleased to meet you, too.
a. How are things? b. How is it going?

c. How do you do?  d. How have you been?



6. Al should we hire you?

B : Because I’m able to work under pressure and meet tight schedules.

a. Why b. What
c. When d. Where
ToA T e is your greatest strength?
B : My strength is excellent communication.
a. Why b. What
c. When d. Where
B A were you born?
B : | was born on September 8, 1982.
a. Why b. What
c. When d. Where
9. A are you going?
B : I’'m going to the office.
a. Why b. What
c. When d. Where

10. What is the small card with one’s name, occupation, official position, address, and
telephone number to give for others?
a. Nametag b. Nameplate

c. Business card d. Business guard
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8. N1ANUIN (LQZ‘IEJLLUU?]ﬂﬁﬂ LRAYLUUNAEIU 1)

1288 Business Greetings

Pre-test

Choose the correct choices.
1. Molly : Good morning. How are you doing?
Sofia & v, , thank you. And how about you?
Molly : I’m fine, thank you.

a. Very well.  b. What’s up?

c. Hi. d. Hello.
2. Julia s Hi e .
Bella : Fine, thanks. And you?
Julia : Not too bad, thanks.

a. Good morning. b. How is it going?

c. Quite well. d. Not so bad.
3. Noah : Hello, Jeff. | haven’t seen you for a long time. ..o, .
Jeff : I’'m all right, thanks. And you, Noah?
Noah : .o , thanks.

a. How much are they / Very well.

b. Where are you? / Thank you.

c. What’s wrong with you? / Certainly.

d. How have you been? / Not too bad.
4. Owen : Hello. Let me..oicieiicee, myself. I’'m Owen.
Luis : Hello. I’'m Lydia. Nice to meet you.
Owen : Nice to meet you, too.

a. interviewer b. introduction

C. introduce d. interview

5. John : Mr. Jacob. I’d like you to meet Mr. Smith. Mr. Smith, this is Mr. Jacob.

Jacob : How do you do? Pleased to meet you.

SMItA & e, . Pleased to meet you, too.

27



a. How do you do?  b. How have you been?
c. How are things?  d. How is it going?
6. At should we hire you?

B : Because I’m able to work under pressure and meet tight schedules.

a. When b. Where
c. Why d. What
ToA L is your greatest strength?
B : I have an extremely strong in communicating skills.
a. When b. Where
c. Why d. What
B A were you born?

B : I was born on September 8, 1982.

a. When b. Where
c. Why d. What
9 A T are you going?
B : I’m going to the office.
a. When b. Where
c. Why d. What

10. What is the small card with one’s name, occupation, official position, address, and
telephone number to give for others?
a. Business card b. Business guard

c. Nametag d. Nameplate

28



Worksheet 1.1

Listen then write the words in the blanks.

1. A:
B

A

Hi Lilly, how are you?

: Very well, Thank you. How about you?

I’m fine Thank you.

: Hello. My name’s John.

B : Hi, John Nice to meet you. My name is Henry.

: Nice to meet you, Henry.

: Hi, Chris. | haven’t seen you in a long time.

B : Hi there, Jake. How have you been?

: So so.

: Blairl How is it going?

B : Not too bad, yourself.

A

: Pretty good Thanks.

5. A: Hello. Let me introduce myself. I’'m Cooper.

B: Hello. I’'m Maria. Nice to meet you.

A: Nice to meet you, too.

Worksheet 1.2

Listen then circle the correct choices below and write them in the blanks.

Mr. Smith:

Mrs. Payne:

Mr. Smith:

Mrs. Payne:

Mr. Smith:
Frank:

Mrs. Payne:

Mr. Smith:

Good morning, Mrs. Payne.

Good morning Mr. Smith. How are you?

I’m fine thanks, and you?

Not too bad. Mr. Smith, this is my colleague, Frank.

Frank this is Mr. Smith, the marketing manager from Robert Company Limited.

Pleased to meet you.
Pleased to meet you too.

Well, goodbye Mr. Smith, it was nice to see you.

Me too. Goodbye.

29



Worksheet 1.3 Choose the correct choices.

1.

A:

did Michel give Ryan?

B: She gave him a pen.

a.

o

.Q—‘

o

.Q—‘

o

.9’

® » o 0

Who

What

When

Where

did your mother cook dinner?
: She cooked it at 18.00.

Who

What

When

Where

car is yours?

: The white one.
How

Who

What

Which

was it very quiet in the office?

: Because there was nobody inside.

How

Why

When

Whose

did they play in this morning?

: In the playground.
What

When

Where

How long

magazine is this?

30



10.

B: It’s Laura’s.

did you work with?

office is Kathy from?

do they like, the blue or black one ?

a. Who

b. What

c. Whose

d. How much
A

B: Mary work with me.
a. How

b. Who

c.  When

d. Whom

A

B: JTL Company Limited.
a. What

b. When

c.  Whose

d. How many
A

B: The blue one.
a. How

b. What

c. Which

d. How much

do you go to the office?

A:

B: By car.
a. How
b. Who
c. When

d. How often
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Worksheet 1.4

Match the word questions with the replying by putting a, b, c... in the blanks.

Questions

h 1. What’s your name?

c__ 2. Where do you work?

a__ 3. Where are you staying?

f 4. Which is your book?
i 5.Whom did you meet yesterday?
b 6. When do they leave Thailand?
~__j__7.How do you do?
~__d 8. What do you do in your free

time?

8 9. How is your English?

e 10. Why did you leave your previous

job?

Worksheet 1.5

Answer the questions about the passages.

Replying
a. I’'m staying at Dusit Thani Hotel.
b. Maybe on next Sunday.

c. I work for N&B an accountant company.

d. I like listen to music when | have free time.

e. | am ready to move on to a new challenge.

f. A small one is on the table.
g. I have a good command of English.

h. My name is Jack Peterson.

i. | met Steven yesterday.

j. How do you do?

1. What’s the item of Samsung has become its most important source of income?

Mobile phones are important source of income for the

company.
2. Who established the Samsung brand?

Samsung was established by Lee Byung Chul.

3. How many groups of the business were separated after the departure of the founder

president, and what are they?

32

Samsung has separated the business into four eroups: 1) Samsune Group, 2) Shinsegcae

Group, 3) CJ Group, and 4) Hansol Group .

4. When did Samsung begin to enter the electronics industry?

Samsung began to enter the electronics industry in late 1960.

5. Where is the head office of the Samsung company?



Head office in Seoul, South of Korea.

Worksheet 1.6

Questions about the passages: Write true or false.

true.

false..

true.

true.

false..

true.

false..

true.

true.

false..

1.

2
3.
a4

10.

Samsung was founded in 1983 by Lee Byung Chul.
Samsung Group is the name of the company in North of Korea.

Samsung entered the electronics industry in late 1960.

Samsung has separated the business into four groups after the
departure of the founder president.
Nowadays, Samsung’ business is divided into five units.

Samsung is the world's largest information technology company.

Samsung has decreasingly globalized its activities and electronics; in
particular.

Mobile phones of Samsung have become its most important source of
income.

Samsung’ business is distributed in seven continents.

Samsung is producing the main components used in the manufacture

of innovative digital devices of the world in the twentieth century.
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https://en.wikipedia.org/wiki/Electronics_industry
https://en.wikipedia.org/wiki/List_of_the_largest_information_technology_companies
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Worksheet 1.7
Match the words to the correct meaning about the passage of “Column A” with “Column B”

by putting a, b, c... in the blanks.

Column A Column B
g 1. company a. all types of work that generate profits for the person
e 2. headquarter b. new inventions or changes from the original
__j_ 3.subsidiary c. invention, creation, production
____a___ 4. business d. the large land masses on the earth's surface consisting

of various countries

h 5. industry e. the head office of the company that is dividing into
subsidiaries

C 6. manufacture  f. especially of equipment used in a system of operation

b 7. innovative g. organizations that carry out activities for profit

i 8. distribute h. businesses that use capital and labor to create
productivity

~f 9. Electronic j. a branch of the company is separating from the head

d 10. continent office


https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/land
https://dictionary.cambridge.org/dictionary/english/masses
https://dictionary.cambridge.org/dictionary/english/surface
https://dictionary.cambridge.org/dictionary/english/various
https://dictionary.cambridge.org/dictionary/english/country
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/equipment
https://dictionary.cambridge.org/dictionary/english/system
https://dictionary.cambridge.org/dictionary/english/operation

Worksheet 1.8
Create a business card. Make a draft below. Try using a computer program to produce your
business card.

It depends on the student.

Post-test

Choose the correct choices.
1. Molly : Good morning. How are you doing?
Sofia & e , thank you. And how about you?
Molly : I’m fine, thank you.

a. Hi. b. Hello.

c. Very well.  d. What’s up?
2. Julia : His e
Bella : Fine, thanks. And you?
Julia : Not too bad, thanks.

a. Quite well. b. Not so bad.

c. Good morning. d. How is it going?

3. Noah : Hello, Jeff. | haven’t seen you for a long time. ..o .
Jeff : I’'m all right, thanks. And you, Noah?
NOAN & oo , thanks.

a. Where are you? / Thank you.

b. How much are they / Very well.

c. How have you been / Not too bad.

d. What’s wrong with you? / Certainly.
4. Owen : Hello. Let me oo, . myself. I’'m Owen.
Luis : Hello. I’'m Lydia. Nice to meet you.
Owen : Nice to meet you, too.

a. introduce b. interview

c. interviewer d. introduction



5. John : Mr. Jacob. I’d like you to meet Mr. Smith. Mr. Smith, this is Mr. Jacob.
Jacob : How do you do? Pleased to meet you.
SMIth & e, . Pleased to meet you, too.
a. How are things? b. How is it going?
c. How do you do?  d. How have you been?
6. A e, should we hire you?

B : Because I’m able to work under pressure and meet tight schedules.

a. Why b. What

c. When d. Where
oA e is your greatest strength?
B : My strength is excellent communication.

a. Why b. What

c. When d. Where
B A were you born?

B : I was born on September 8, 1982.

a. Why b. What

c. When d. Where
9. At are you going?
B : I’'m going to the office.

a. Why b. What

c. When d. Where

10. What is the small card with one’s name, occupation, official position, address, and
telephone number to give for others?
a. Nametag b. Nameplate

C. Business card d. Business guar

36



37

Tunanssun 1 wed 1
T9e3v1 20000-1219 331 118N NI dounsad 1-3
(English for Business)
Teuaen193eus 9IUN151NNIY Business Greetings nuy - .
A A Ly . . an .
OLTDI/4U UNITVINNE Business Greetings Ugua 6

1. wadwsn1siseuIszAuMiIgNSeY
Tgnwdsngwlunsdeansuazyujifanugsialagndes wungay denndesiuunuIv daaiunsaiuas

TRIUSTITUNVAINUANEY

2. 31989UN I/ TlEINFUDUN
11AIFIUTATLAVANUAINITANIINIYI99NEY The Common European Framework of Reference

for Languages (CEFR) s¢#U B1

3. aussaurUszamiiag
3.1 aunulaneunisvinnie wasniswuzihdduniwsingule

3.2 WeuumUnadunesnguls

4. AUTLEIANSITEUS
4.1 G1uAN3 JiSeuause

1. venaramnediiionsliteyansgsiald
2. SIUUNANNUAIDTUIEANIUNINE YR NTVRILiar US ¥ e
4.2 fuvinee fleuaunse
1. aunulineunsvinme wazn1swugindmla
2. Beuuudnsle
4.3 frun1suszgnald Jiseuanuse
Uszgndldinnu3i3es Business Greetings l¢igndisnamannis
4.4 Frunudnwasiifessasd fi3ouaunsa
frnuaulalislumsiseuduasufiinu Sednd asanan seuneu flszidovidelunsiay

5. wn3asiia 3an wazailngal
5.1 Tupaug

2
a

6. TUMBUNITVINNANGTH




6.1. Writing Skill: A Business Card

Study the sample business card below.

Lightning Electric

189 Fuse Drive
sville OH 75671

786-555-1212

786-555-3434
buz@le.com

www le com

Bill's Birds
www.mybirds.com

Bill Jones
Owner

202 Siver Lane
Maryville TN 45678

Tel 786-555-1212  Fax 786-555-3434
bil@mybirds.com

Tim's Recycling

Tim Waters

189 Savage Rd
Clearwater FL 34974

S
Tel 786-555-1212 \

Fax: 786-555-3434
tim@timsrecycle.com

Photo World

Kim Kato

alé Representative

349 Bayview Ave
Gooday NM 36543

Tel: 786-555-1212
Fax: 786-555-3434
kim@photoworkd.com

7. d@5duazandsne

. Fred Flintstone
b T. 786-555-1212 | F: 786-555-3434
fred@rubbleinc.com

\.
) facebookfred
#FredFlint (@

FredLink [
FredG+ 3§

A Fred
www rubbleinc.com @

A\

TD AmeritraEie

Bob Peters
Anatyst

23 West 124th St
New York NY 10344

7.1 tnBeulassaununimiweld Julufednsnu
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5.1 Vocabulary
5.2 Listening Skill: Expressions on the Phone (1)
5.3 Speaking Skill: Expressions on the Phone (2)

5.4 Reading Skill: Memorandum

5.5 Writing Skill: Write memorandum

6. faNsTUNIITEUF
6.1 Yutndngunisey
1. AR aeukurdIy Ay T T euaslaanndnans lneimualvy S eunnaudedaiiug
N o A . .
ANNENNLasivinwelwies Business Connection
2. AFHADUNUMMUANINSLANYBILISHUAEITU Business Connection TiRlSaulaniauAninedfu
A nslddesd uwarisnisinredeanslugaliagiu wiedlvidiSeusndiegia
3. agraeuliinAnwvhuuunegeuneuiTeumeAILAsla

4. pgiaeuTliiuUsEleriuasanud A ueInsAnY1Ses Business Connection leiagnsgnsiag

6.2 TulALlanwazn1saau
1. agnaeuldilamluunSeun 2 Business Connection muidaised sen1seduny ussene dnaiy

14 U a

Wemmingvestuunisey uaglvdiseunwiAuainiudnaingesis 4 ielmiaaudnlagedu

4

6.4 YugasUuasnIsUsYnd
1. asdaounarinAnwisiuiueiusieasuilent uniseun 2 Business Connection

2. 1%
3.

X eS¢

a ° Y v a PN . .
LiUUWWIUQ’]U/LLUUNﬂV@I LAZLLUUNAADUNRAILIYU UNLIYUN 2 Business Connection

ADUNTIVUTLLIT UNAINNA INTTU TUU/WUUR NITR LAZLUUNAADUNE WS 8U UNLS U 2 Business

e &

A7
Y

Connection

7. Hon1sisBunisaau
7.1 wilETEUIVINWNSINGWNeIUTINA

7.2 Aomadumasidin

8. NANTTULAUBUUL / TUNUDUNUY

a

AL EUININAANTIN WUURNTR waskuunaaeunuinviuall
8.1 Tunw/wuutnimuniseun 2

8.2 LUUNAABUNAISIUUTLSIUN 2



43

9. Mydauazusziiuna

9.1 inFosiiaysziiiu
NIELNANGANTINNITVINU ASKUUIINTUIIUW/LUURNTR  AZLUUIINNITNAEDU

9.2 NINNITUIIAY

= IS a I o 4 A ! 1 3 a
Nﬁi')ll%@ﬂﬂ%LLuu%WﬂLﬂi@ﬂN@ﬂi%LMUVJﬂUiSLﬂWIﬂJW’m’J’]i@SaS 60 DBIMHWIULNUNUTLLUUNE

10. Uuiinwandenisinnsiseus

10.1 daajunaen1sinnsiseu



44

Tuausi 2 e 2
Wl 20000-1219 311 Mwanguiiieaiugina AouASefi 4-6
(English for Business)
Fastiaen1aien ufnden1egsia Business Connection nouy - Y.
FoiFov/ay NUANRBN4TIN Business Connection Ugun 6

1. NaaWSN13TEUIsERUNLIENSISEY

Tdwdangulunisdeasuazuimnugsialagneies munzan donnneafuunuIv aaiun1saluas

TUsIIUANaY

2. 31989/ TulEINgU TN

11R351UTATLAVANUAINITANN1YIBING Y The Common European Framework of Reference

for Languages (CEFR) s¢#U B1

3. aussaurUszamiiag
3.1 aununuaniunisainamsdnriidunindingela

I v = ¥ < [ L
3.2 LGUEJ‘LJ‘UL!'VIﬂ?JE]ﬂ'J']iJL‘UUﬂ'WH’]ENﬂZ]UI@

4. AUTLEIANSITIUS
4.1 G1uANi JiSeuause
1. vonauvinednviiiion1sansoniegsiald
2. 9IUUNANNLGIDSUERaNSguTuTInUoAULe

4.2 fuvinee fleuaunse
1. aunnlanaunalnsdnila
2. Weuduiindeanula
4.3 fun1suszgndld fiseuause
Uszgndldinu3i3es Business Connection legndesmuménnis
4.4 Frunudnwasiifessasd fi3ouaunsa

~ | =~ P a wa A o e ~ ~ a v °
fanuaulalidslunsseusuaruifau gednd asana seureu dszleuitelunisvinu




5. @138N19I58u3
5.1 Vocabulary
5.2 Listening Skill: Expressions on the Phone (1)
5.3 Speaking Skill: Expressions on the Phone (2)

5.4 Reading Skill: Memorandum

5.5 Writing Skill: Write memorandum
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knowledge sheet

on the Phone (1)

Greeting:

* Hello. @Jdd
« This is ..... speaking. #Ao..(Fae5L)...MaInaa LU
« ABC Company. Liza kil yIFMaly ATiasnaag/uais

* How can/ May/ Can | help you? fazlslithelnunz/aiu

Recheck:

+ Is this Gigabyte Company? finayusunnnn: lurils luy
+ Is that 02-258-34687 vinAn L7 02-258-3468 Toilvar

A

= Who's speaking? / Who's calling, please? Iﬂ‘:ﬁm"&ynmaag

Asking the caller’'s name:

* Could I have your name, please? / nanﬁuﬁaqmlﬂuu
May | have your name, please?

* May I ask who’s calling? sunawnnIlaslning

Introduction oneself:

« This is ﬁsa...(ﬁb)...fi’m"&rn‘iffi’m"&qyfniﬁwﬁ
« This is ﬁ'ﬁ‘a'a....(ﬁ'a)....fi":a"byn

- T #AA8....(5a)... 210

* My name is 5“53{?&))

Tell the objective:

« Can / Could/May I sp I VDIV L...... T T30

« I'd like to speak to ....., please. AufdoImInaagil....
* Could you put me through to....., please? TUNIUADA NN ...... T 11134

. rl
N S | og/THu

ols there, pl ogniilyia

s

Ask for transferring:

+ Extension 122, please. Aaas (mﬂ]u) 122802

» Could you connect me with the section of.....
nensameliumun.. Wiumion T

« Put him/her/them through, please. dameTulii avvraaw) liviae

+ Could/Would you put him/herithem nanfawsiome i avyndouranivy
through, please? TivviaelaTnu




knowledge sheet

( Busy line:

Lo lm sorry.

+ The line’s busy./ The line’s engaged.

* He is on the line.

+ | can’t get through.

+ | can’t put you through.

» Could you call back later?

= He can’t take your call right now.

» I’'m afraid Mr./Mrs./Ms. ... is not available
at the moment.

» I’'m afraid isn’t in at the moment.

= I'm sorry, he’s in a meeting at the
moment.

+ I’'m afraid he’s on another line at the

moment.

yalnues

aelaiing

wiAdnenadnioy
dumoaglaild
dusamelfnalald
Andaelvsnaunendsldlunne
wilsiananaaiumeldnouise

unsriga.....azlisdngin

Funsein..@a).. lleasafuaneldluvazd
.

valnwdy sauilwnidnseyues

. .
dunsymauiwmasinaedusgss

« Can | have your telephone number,
please?

= What is your telephone number?

= Could you ask him to call me back?

= I"ll call back later.

= Could you give me your name and

number please?

durewveilninnldlau

weslnsvewmuueseyls
Antreventiwinindumiduldln
duazlnsnduiinga

B fa 1 il
qoTeuauas inroulosld lviuny

( Wrong deal:

= Sorry, | have got the wrong number.

= | think you have the wrong number.
= This is 02-5113-5843.
= I’'m afraid you’ve got the wrong

number.

= Sorry. | think you’ve dialed the wrong

number

= There’s nobody here by that name.

PolNEAY ATUNAVNIULAURR
tuAmnmdedldluoTRaw 9
fiApLued 02-5113-5843.

dunseguaaldiuesin
wolnwugay GuAniinmuadlniig

Pilifilastotiuny




6. WUUEHNMR/LUUNAEDU

Business Connections

Pre-test

Choose the correct choices.
1. Christ : May | speak to Jenny, please ?
Bell : I’'m afraid she isn’t here right NOW. ....cccccooeveivieieicieiae :

a. I’'lL give her a message. b. Should you please call her?

c. Please tell her to call back. d. Would you like to leave a message?
2. ON, SOIMY oo .

a. | hear you. b. He is in now.

c. The line’s busy. d. Please wait a moment.
3. Christ : | would like to speak to Jimmy.
Bell : One moment, please ......ccccccovvvvvrinines )
Christ : Thanks.
a. Follow me, please. b. I’'ll put you through.
C. The line’s engaged. d. 'l take a message for you.
4. Christ : | would like to speak to James.
Bell & e, .

Christ : I’'m Sam from AA company.

a. Who call from? b. Who is speaking?
c. Who do you speak? d. Who would you like to speak?
5. Christ : Hello. .o, .105 please.

Bell : Just a minute.
a. Call b. Press
c. Engage d. Extension
6. Roger : Mr.Jack is out with the client. ..o
Mathew : No, thanks. I’ll call again.
a. Can | take a message b. Can | leave a message?

c. Please you take a message. d. Would you like to take a message?

48



Read this memo then choose the correct choices.

Memo
To: Purchasing Manaser
From: Production Manager

Date: April, 6 2019
Subject:  Provide the office supplies.

Please send me the following office supplies within
April, 8 2019:

1. File folder

2. Clasp envelope

3. Catalog envelope

Thank you.

Sandy

Production Manager

7. What department was this memo from?
a. Clasp envelope b. Purchasing Department
c. Production Department  d. Provide the office supplies.
8. When did the writer want these office supplies?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
9. When was this memo written?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
10. Who provided the office supplies for the writer?
a. Sandy b. File folder

c. Production Manager d. Purchasing Manager
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Unit2 Name

Class

No.

>

Worksheet 2.2

Listen then choose the correct choices.

1.

?

About 2 p.m.
Please hold the line.

It's Marry brown speaking.

No. | think you have got the wrong number.

?

About 2 p.m.
It's Marry brown speaking.

My phone number is 055-1931119.

No. | think you have got the wrong number.

?

About 2 p.m.
It's Marry brown speaking.
Please tell him Simson called.

My phone number is 055-1931119.

The line’s busy.
Please hold the line.
Please tell him Simson called.

My phone number is 055-1931119.

?

The line’s busy.

Please hold the line.
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Unit2 Name

Class No.

C Please tell him Simson called.

No. | think you have got the wrong number.

51

Worksheet 2.3
Match the conversation of “Column A” with “Column B” by putting a, b, c... in the blanks.

Receiver

—_

Hello. May | help you?

I’'m sorry. I'm afraid she is in a meeting now.
Could you call back later?

Would you like to leave a message?

| think you have the wrong number.

I'll ask her call you back.

Wait a moment. I'll connect you.

No. This is 025-1135843.

© ® N o g > W N

What is your telephone number?

—_
©

Could you spell that, please?

a. Certainly. I'll call back.

b. Could you take a message?

c. Extension 458, please.

d. Hello. I'd like to speak to Mary, please.
e. Isthat 025-12385437?




f.  It's 089-1112231.

g. It's M-A-R-E-A.

h. Oh, sorry.

i.  Thank you very much.

j. Yes, please tell her call me back.

Worksheet 2.4

Who speak? Check Y'in O of caller, receiver or both.

caller receiver both
1. Canlleave a message? @) O O
2. Canyou take a message? O O
3. Could you speak a little slower? @) O O
4, I’'m sorry | can’t put you through. @) O O
5. I’'m sorry the line’s busy. @) O O
6. I’'m sorry, | can’t hear you very well. O O O
7. Please tell her that I'll call her again tomorrow. O O O
8.  Sorry, | have got the wrong number. @ O O
9.  There’s nobody here by that name. O O O
10.  What company do you work for? @) O O



Worksheet 2.5

Read memorandum then answer the questions.

MEMORANDUM
To: A K Sara, General Manager
From: Anita, Office Manager
Date: Ausgust 4, 2017

Subject:  Purchase of a Refrigerator

At the monthly staff meeting on August 1, 2017 you requested
information about the possible purchase of a refrigerator. | would like to
present these details.

Since moving to the new office, we found that there is no food store
near our office and the food is easy to rotten. Providing a refrigerator in the
pantry would enable staff to stock up food is a longer. A survey found that
staff would like to use the refrigerator. The details of suitable models are

given below:

Brand Model Price

Philip R3083 | $3,500
Sharpe | R-4R30 | $4,000
Sonny | 1819Y | $3,000

If this meets with your approval, we would appreciate it if you could

authorize up to $4,000 for the purchase of the refrigerator.
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1. Who wrote this memo?

Who received this memo?

The title is

Who wanted a refrigerator?

Why did they want a refrigerator?

o v A W

Which brand is the cheapest?

Post-test

Choose the correct choices.
1. Christ : May | speak to Jenny, please ?

Bell : I’'m afraid she isn’t here right NOW. ....coooiiiieeere

a. Would you like to leave a message? b. Please tell her to call back.

c. Should you please call her? d. I’'ll give her a message.
2. ON, SOIMY oo
a. Please wait a moment. b. The line’s busy.
C. He is in now. d. I hear you.
3. Christ : | would like to speak to Jimmy.
Bell : One moment, please ......coeicreveenicrnniennens
Christ : Thanks.
a. I’'ll take a message for you. b. I’ll put you through.
C. The line’s engaged. d. Follow me, please.
4. Christ : | would like to speak to James.
Bell & e
Christ : ’'m Sam from AA company.
a. Who would you like to speak? b. Who do you speak?
c. Who is speaking? d. Who calls from?

5. Christ : Hello. ..o, .105 please.

54



Bell : Just a minute.

a. Extension b. Engage

C. Press d. Call
6. Roger : Mr.Jack is out with the client. ..o
Mathew: No, thanks. I’'ll call again.

a. Would you like to take a message?

b. Please you take a message.

c. Can | leave a message?

d. Can | take a message?

Read this memo then choose the correct choices.

Memo
To: Purchasing Manager
From: Production Manager

Date: April, 6 2019
Subject:  Provide the office supplies.

Please send me the following office supplies within
April, 8 2019:

1. File folder

2. Clasp envelope

3. Catalog envelope

Thank you.

7. What department was this memo from?
a. Provide the office supplies. b. Production Department
c. Purchasing Department d. Clasp envelope

8. When did the writer want these office supplies?
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a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
9. When was this memo written?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
10. Who provided the office supplies for the writer?
a. Purchasing Manager b. Production Manager

c. File folder d. Sandy

7. 1@NE1591999

7.1 wilsFoSeuin SN uieaugsia 9y 20000-1219 audniade Weslnediin

7.2 Aomedumesidin

8. N1ANUIN (LQaEJLLUU?]ﬂﬁﬂ LRAYLUUNAEIU 1)

LRAe Business Connections

Pre-test

Choose the correct choices.
1. Christ : May | speak to Jenny, please ?
Bell : I’'m afraid she isn’t here right NOW. ...ccccevviiieiice .

a. I’'ll give her a message. b. Should you please call her?

c. Please tell her to call back. d. Would you like to leave a message?
2. ON, SOIMY oot )

a. I hear you. b. He is in now.

c. The line’s busy. d. Please wait a moment.
3. Christ : | would like to speak to Jimmy.
Bell : One moment, please ......ccccveevriernnnes .
Christ : Thanks.
a. Follow me, please. b. 'L put you through.

C. The line’s engaged. d. 'l take a message for you.
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4. Christ : | would like to speak to James.

Christ : I’'m Sam from AA company.

a. Who call from? b. Who is speaking?
c. Who do you speak? d. Who would you like to speak?
5. Christ : Hello. oo .105 please.

Bell : Just a minute.

a. Call b. Press

c. Engage d. Extension
6. Roger : Mr.Jack is out with the client. ..o
Mathew : No, thanks. I’ll call again.

a. Can | take a message b. Can | leave a message?

c. Please you take a message. d. Would you like to take a message?

Read this memo then choose the correct choices.

Memo
To: Purchasing Manager
From: Production Manager

Date: April, 6 2019
Subject:  Provide the office supplies.

April, 8 2019:
1. File folder
2. Clasp envelope
3. Catalog envelope

Thank you.

Please send me the following office supplies within
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7. What department was this memo from?

a. Clasp envelope b. Purchasing Department

c. Production Department  d. Provide the office supplies.

8. When did the writer want these office supplies?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
9. When was this memo written?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024

10. Who provided the office supplies for the writer?

a. Sandy b. File folder
c. Production Manager d. Purchasing Manage
()

Worksheet 2.2
Listen then choose the correct choices.

1. ?

a. About2p.m.

b. Please hold the line.

c. It's Marry brown speaking.

d. No. | think you have got the wrong number.

2. ?

a. About2p.m.

b. It's Marry brown speaking.

c. My phone number is 055-1931119.

d. No. | think you have got the wrong number.

3. ?

a. About2p.m.
b. It's Marry brown speaking.

c. Please tell him Simson called.
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d. My phone number is 055-1931119.

a. Theline’s busy.
b. Please hold the line.
c. Please tell him Simson called.

d. My phone number is 055-1931119.

5.

a. The line's busy.

b. Please hold the line.

c. Please tell him Simson called.

d. No. | think you have got the wrong number.
LRAQNE

1. Is that 026-2798877?
Who is speaking?
When will she be back?

May | have your phone number?

LA

Could you put me through to Mr.Nicky, please?

Worksheet 2.3
Match the conversation of “Column A” with “Column B” by putting a, b, c... in the blanks.
Receiver

d 1. Hello. May | help you?

b 2. I’m sorry. I’m afraid she is in a meeting now.
a3, Couldyou call back later?
] 4. Would you like to leave a message?



_h

i

_cC
e

I’ ask her call you back.
Wait a moment. I’ll connect you.

No. This is 025-1135843.

0 o N o W

f What is your telephone number?

g 10.  Could you spell that, please?
Caller

a.

b.

Certainly. I’'ll call back.

Could you take a message?

Extension 458, please.

Hello. I'd like to speak to Mary, please.
Is that 025-12385437

It’s 089-1112231.

It’s M-A-R-E-A.

Oh, sorry.

Thank you very much.

Yes, please tell her call me back.

Worksheet 2.4

Who speak? Check Y'in O of caller, receiver or both.

[N

0 o N o kR W N

._\
©

Can | leave a message?

Can you take a message?

Could you speak a little slower?
I’m sorry | can’t put you through.
I’m sorry the line’s busy.

I’m sorry, | can’t hear you very well.

Please tell her that I’'ll call her again tomorrow.

Sorry, | have got the wrong number.
There’s nobody here by that name.

What company do you work for?

| think you have the wrong number.

caller

OO0OKKN0000XKXN

receiver

LNN000O0OKKN0O0O0

both

OO0O0O0OK00KN0O0

60



Worksheet 2.5

Read memorandum then answer the questions.

MEMORANDUM
To: A K Sara, General Manager
From: Anita, Office Manager
Date: Ausust 4, 2017

Subject:  Purchase of a Refrigerator

At the monthly staff meeting on August 1, 2017 you requested
information about the possible purchase of a refrigerator. | would like to
present these details.

Since moving to the new office, we found that there is no food store
near our office and the food is easy to rotten. Providing a refrigerator in the
pantry would enable staff to stock up food is a longer. A survey found that
staff would like to use the refrigerator. The details of suitable models are

given below:

Brand Model Price

Dhil i~ D2NQ2 E2 ENN
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9 131]

1. Who wrote this memo? Anita / Anita, Office Manager

Who received this memo? A K Sara, General Manager

The title is Purchase of a Refrigerator

Who wanted a refrigerator? Staff

ook BN

Why did they want a refrigerator? Because there is no food store near the office and the

food is easy to rotten. And they want to stock up food.

Post-test
1. Christ : May | speak to Jenny, please ?
Bell : I'm afraid she isn't here right nOw. ..........ccoocviviiiii,
a. Would you like to leave a message? b. Please tell her to call back.
c. Should you please call her? d. I'll give her a message.
2. 0N, SOMY oo
a. Please wait a moment. b. The line’s busy.
C. Heis in now. d. | hear you.
3. Christ : | would like to speak to Jimmy.
Bell : One moment, Please ........cccceeeviiiieiiiiieeee e,
Christ : Thanks.
a. I'll take a message for you. b. I'll put you through.

c. The line’s engaged. d. Follow me, please.
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4. Christ : | would like to speak to James.

Christ : I'm Sam from AA company.

a. Who would you like to speak? b. Who do you speak?
c. Who is speaking? d. Who calls from?
5. Christ: Hello. oo .105 please.

Bell : Just a minute.

a. Extension b. Engage

c. Press d. Call
6. Roger : Mr.Jack is out with the client. ......ccccccocvii e,
Mathew: No, thanks. I'll call again.

a. Would you like to take a message?

b. Please you take a message.

c. Can | leave a message?

d. Can | take a message?

Read this memo then choose the correct choices.

Memo
To: Purchasing Manager
From: Production Manager

Date: April, 6 2019
Subject:  Provide the office supplies.

Please send me the following office supplies within
April, 8 2019:

1. File folder

2. Clasp envelope

3. Catalog envelope

Thank you.

Sandy

Production Manager
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Tunfanssun 2

PUIEN 2

9% 20000-1219 31 AN UENBIUTINA

(English for Business)

ADUASIN 4-6

Tauangiaus MURAREN19gINa Business Connection

IDL389/97U muamiawmqiﬁﬁ] Business Connection

NOwy - v

UJUR 6 v

7. What department was this memo from?
a. Provide the office supplies. b. Production Department
c. Purchasing Department d. Clasp envelope
8. When did the writer want these office supplies?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
9. When was this memo written?
a. April, 5 2024 b. April, 6 2024
c. April, 7 2024 d. April, 8 2024
10. Who provided the office supplies for the writer?
a. Purchasing Manager b. Production Manager

c. File folder d. Sandy

o & = 4 o/ 1 L=
1. NAANENTILIYUZISAUNUIINTTLIBU

lgnwdsngwlunisdeansuazuifanugsialagndes wngay denndesiuunuIv daiunsaiuas

TRIUSTIUNVAINUANE

1% a o 1 =
2. 319BIUINTFIN/ TN INFURITIN

11A3IUTATLAVANUAINITANINI1YID9NEY The Common European Framework of Reference

for Languages (CEFR) sgfu B1

3. aussausUszdmuog
3.1 @unwiauaniunsainsnsdwiidunivdingule

3.2 Weutuiindeanulunwdingule
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4. AUTLEIANSISEUS
4.1 GruAN3 JiSEuause
1. vonaumnednviiiion1sinsdenisgsiald
2. uunANNLSIBsUIsiInNsWeutuintorula

4.2 fuvinee leuaunse

1. aunulAnoUNIaNSANIT Lo
2. Weuduintannula
4.3 fun1sUsEnAlY HiSeuanunsn

Y

Uszenaldnlnu3ises Business Connection lagnaeenumannis

=

4.4 FUAMANYALTINIUIZENA JlSouause

a 1 = % a wa 41' Y Cd a = a o o
fanuaulalislunisSeuiuasuf iR Fodnd asaian seursy dszideuitdelunisiany

5. wA3aeia 980 wazailnsal
5.1 Tupanug

6. AURBUNITNINANTTH

(o,

Listen then circle the correct choices below and write them in the blanks.
Operator :  Good morning. EXR office. How can | help you?

Caller : Good morning. I’d like to speak to Ms.Areeya, please.
Operator :  Who is speaking?

Caller : I’'m Cindy from ORR Company speaking.

Operator :  Hold the line, please?

I’m sorry. I’'m afraid Ms.Areeya is on a holiday.

Caller . Could you take a message?

Operator :  Yes, ma’am.
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Caller . Tell her that Cindy called and would like to ask for her order and give her

call me back.

Operator :  Excuse me. Could you repeat that?
Caller . l'would like to ask for her order and give her call me back.
Operator :  What is your phone number?
Caller : My phone number is 093-212-2244.
Operator :  All right, I’'lL ask her for you.
Caller . Thank you very much.
Task
1. You want to go on a business trip in another province for 2 days. Write memorandum

to the personal manager for business leave by writing the date today.

To: Personnel Manager Date: 14 May 2020
From: Linda Subject: Business leave

Because of | have a business in Chiang Mai for 2 days. So, May | 2 days of business

leave for 18-19 May 2020.

2. Read the dialogue then write a memo.

Memo
To: Marketing Manager and Production manager
From: Director
Date: Current Date

Subject: Meeting



Because of the exhibition will be held next month. | would like to make an

appointment all of you two to discuss consultation in room 113 on May 10, at 10 a.m.

—
o
=i
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Everyday English writing

Writing a memo

1. Write a memo to your friend, telling her you want to ask her to a Sales
department’s party this Friday. The party will be at the 10" floor at 6 p.m.
Tell her to write a memo telling you whether she want to join or not.

FRIRE. = e s s e e
SUDIEEE:  siussas TR TR R

MMIESSBOE: i S S T e A S TR RS

.........................................................................

2. Write a memo to your friend who just asked you to a party, tell him/her you
cannot join the party this Friday because you have a dentist’s appointment at
5 p.m. and you don’t think you will come back in time for the party.
Apologize to him/her

SUNIEEE. e R R S e

MESBHSE: uisnnsaamnn st ErETTI S

.........................................................................

.........................................................................
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Other way to ask about job position

 —
| BempleSenencss  Menns —
What do you do for work? @mﬁﬂmuaﬂ'ﬁﬁﬂ /
What's your role at the company? UﬂUWWﬂaﬂﬂmﬁU%ﬁwﬁaazli ~
Could you tell me about your job? @mﬂ"m”|muaﬂﬁ'uﬁmﬁ'mﬂumawmlﬁlm

What's your position within the organization? ﬁ‘hl,mﬂwammﬂlumﬁﬂiﬁaaﬂi

What kind of work do you specialize in? leﬁ'ilﬂ'm"lﬁgﬂlm"luﬂssl,ﬂw‘[,m

What field do you work in? Ay ludsnuegls

Can you tell me about your professional @mﬂmﬁnuaﬂﬁ'uLﬁ‘mﬁ'uuwmwm%wwm
role? nalalmm

What do you do for a living? @mv’hm%waﬂﬂﬁmgﬂﬁw

Conversation about Job Position

What position are you applying for? I am applying for the Marketing Assistant

Aadinsaluiumisezls position.

Ny

duasipsidvinuluiumiaiienisnann
Can you tell me more about the job role I'm interested in the Sales Associate role

you're interested in? because it aligns with my background in

AMTIBUD NTUTHLALLAED Fuunuanlunisyiian customer service.

Anaaulamiaslaluy duaulaluunumminaunewssiudenndoaiu

il

Uszaunsalveadulunisliuinisgndn

What are your primary responsibilities in the In the position of Graphic Designer, my main
desired position? responsibilities include creating visual content
‘1/113’1ﬁlif‘ié)ﬂ’uaQﬂmiuﬁ%mﬂﬁﬁﬂmﬁ@ﬁﬂ’]‘Eﬁaax\l’i for marketing campaigns and social media
platforms.
Tugwmisvostheenuuunsiln wifindnuesiu
ﬁamsﬁ%’wmwLﬁ@mﬁm%’mmuLllzy,mimmmmx
unaaweosuludeaiise

....lI......-.Il.l.l..l.l.l..l....

L
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knowledge sheet

Ny

L4

Conversation about Job Position

What qualifications or skills do you think are
essential for this job?
AuAnIAusElinndutRns einvelatrais

. &
FBITUL

Why are you interested in this particular job
opportunity?

inluandsaulaluloniaanutl

The key qualifications for the Project Manager
role include strong leadership skills, project
management experience, and effective
communication abilities.
auduURAndndmivunumvedanslasanis
AoamedUsraun1sailunsianislasanis uaz
auEnsalunsaednsesaliussansam

| am interested in the Software Engineer
position because | am passionate about
cading and problem-solving, and | believe
this role offers the opportunity to further
develop my skills in these areas.
duaulaludumiweridinsgenduas wsizau
sadwalumsdenldauasnisudtym uazdude
Jrununiazlflenalunisiauinyzasaiu

& A VS v w
Tunuriwantladnse

\
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6. WUUEHNMR/LUUNAEDU

Job Position

Pre-test
Choose the correct choices.
1. What does an IT Support person do?
a. Teach in a school b. Drive a taxi
c. Cook food d. Help with computer issues

2. What is the main role of a Nurse?
a. Sell products in a store  b. Write stories for a newspaper
c. Design buildings d. Take care of sick people
3. Who works in a kitchen and prepares delicious meals?
a. Explorer b. Office Inventor
c. Teacher d. Chef
4. What does a Marketing Coordinator focus on?
a. Taking care of plants b. Flying airplanes
c. Fixing cars d. Planning events and ads
5. What is a Data Analyst responsible for?
a. Teaching children b. Caring for animals
c. Building houses d. Analyzing information
6. What does an Explorer typically do?
a. Works with computers
b. Travels to new places and discovers things
c. Helps patients at a hospital
d. Sells clothes in a store
7. In which job position do you welcome patients at hospitals and schedule appointments?
a. Medical Receptionist
b. Retail Sales Associate
c. Line Cook

d. Data Analyst



8. What is the focus of a Customer Success Manager?
a. Making delicious food
b. Helping with computer issues
c. Ensuring customer satisfaction and addressing concerns
d. Building houses
9. What does an Administrative Assistant do?
a. Answer phones and organize things in offices
b. Take care of sick people
c. Explore outer space
d. Teach in a school
10. Who might work in an office and suggest new ideas to make work enjoyable?
a. Explorer
b. Chef
C. Registered Nurse

d. Office Inventor
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Unit3 Name

Class No.

Exercise 1: Match the vocabulary with its definition.

Clerk Assistant Supervisor Specialist Manager
Receptionist Coordinator Secretary Analyst Consultant

1) Leads a group, helps everyone work well together.

2) Works in an office, organizes things, and schedules appointments.

3) e Helps others with different tasks, making things easier for them.

4) . Greets visitors, answers phones, provides basic information.

5) s Takes care of paperwork and keeps things in order.

6) v In charge of a group, ensures everyone follows rules and does their job well.

T) e Looks at information to understand it better, provides helpful insights.

8) Helps organize activities or projects, ensuring everything runs smoothly.

9) e Expert who gives advice and helps solve problems in a specific area.

£0) IV Knows a lot about a particular subject or area, an expert in their field.
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Unit3 Name

Class No.

WHO AM | ?

Exercise 2: Guess the job from these clues

Graphic Designer Architect Electrician Writer Event Planner

Dentist Accountant Teacher Doctor Software Developer

..................................... 1) I design buildings and structures, ensuring they are safe and functional.

...................................... 2) | care for patients' oral health by cleaning teeth and providing preventive care.

...................................... 3) | create visual concepts to communicate ideas through images and layouts.

...................................... 4) | manage financial records, prepare tax returns, and provide financial advice.

...................................... 5) I teach students in various subjects and grade levels to help them learn and
grow.

...................................... 6) | repair and maintain electrical systems in buildings, homes, and factories.

...................................... 7) | write articles, blog posts, and social media content for websites and
companies.

...................................... 8) | diagnose and treat illnesses and injuries to help patients regain their health.

...................................... 9) | plan and coordinate events, ensuring they run smoothly and meet objectives.

...................................... 10) | develop software applications and systems to meet the needs of users.




Exercise 2: Listen and guess what job position of each person.

81

Software Developer Automotive Mechanic Financial Advisor
Physician or Doctor Restaurant Manager
Construction Worker Lawyer or Attorney

Marketing Analyst

Research Scientist Graphic Designer

| create computer programs and

apps for phones and computers.

| help people with legal

problems and go to court.

| help people with their

money and savings.

| build houses and offices.

| study how people buy things

and make ads.

| manage a restaurant and its

workers.

| do experiments and learn new

things in science.

| fix cars and trucks when they're

broken.

| make things look pretty in

magazines and online.

| help sick people get better in

hospitals.




Post-test
Choose the correct choices.
1. What does an IT Support person do?
a. Cook food
b. Help with computer issues
c. Teach in a school
d. Drive a taxi
2. What is the main role of a Nurse?
a. Design buildings
b. Take care of sick people
c. Sell products in a store
d. Write stories for a newspaper
3. Who works in a kitchen and prepares delicious meals?
a. Teacher
b. Chef
c. Explorer
d. Office Inventor
4. What does a Marketing Coordinator focus on?
a. Fixing cars
b. Planning events and ads
c. Taking care of plants
d. Flying airplanes
5. What is a Data Analyst responsible for?
a. Building houses
b. Analyzing information
c. Teaching children
d. Caring for animals
6. What does an Explorer typically do?
a. Travels to new places and discovers things
b. Works with computers
c. Sells clothes in a store

d. Helps patients at a hospital
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7. In which job position do you welcome patients at hospitals and schedule appointments?
a. Retail Sales Associate
b. Medical Receptionist
c. Data Analyst
d. Line Cook
8. What is the focus of a Customer Success Manager?
a. Helping with computer issues
b. Making delicious food
c. Building houses
d. Ensuring customer satisfaction and addressing concerns
9. What does an Administrative Assistant do?
a. Take care of sick people
b. Answer phones and organize things in offices
c. Teach in a school
d. Explore outer space
10. Who might work in an office and suggest new ideas to make work enjoyable?
a. Chef
b. Explorer
c. Office Inventor

d. Registered Nurse



7. 1@NEI91999

7.1 MlaFeleuIn NwSanguiteugsna WaIvn 20000-1219 audniisde Wiedlnediin

7.2 AOMN9aBumesiin

8. N1ANUIN (LQZ‘IEJLL‘UU?]ﬂﬁﬂ LRAYLUUNAEIU 1)

LA ¢l Job Position

Pre-test
Choose the correct choices.
1. What does an IT Support person do?
a. Teach in a school b. Drive a taxi
c. Cook food d. Help with computer issues
2. What is the main role of a Nurse?
a. Sell products in a store b. Write stories for a newspaper
c. Design buildings d. Take care of sick people

3. Who works in a kitchen and prepares delicious meals?

a. Explorer b. Office Inventor

c. Teacher d. Chef
4. What does a Marketing Coordinator focus on?

a. Taking care of plants b. Flying airplanes

c. Fixing cars d. Planning events and ads
5. What is a Data Analyst responsible for?

a. Teaching children b. Caring for animals

c. Building houses d. Analyzing information
6. What does an Explorer typically do?

a. Works with computers

b. Travels to new places and discovers things

c. Helps patients at a hospital

d. Sells clothes in a store
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7. In which job position do you welcome patients at hospitals and schedule appointments?
a. Medical Receptionist
b. Retail Sales Associate
c. Line Cook
d. Data Analyst
8. What is the focus of a Customer Success Manager?
a. Making delicious food
b. Helping with computer issues
c. Ensuring customer satisfaction and addressing concerns
d. Building houses
9. What does an Administrative Assistant do?
a. Answer phones and organize things in offices
b. Take care of sick people
c. Explore outer space
d. Teach in a school
10. Who might work in an office and suggest new ideas to make work enjoyable?
a. Explorer
b. Chef
c. Registered Nurse

d. Office Inventor
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Exercise 1: Match the vocabulary with its definition.

Clerk Assistant Supervisor Specialist Manager
Receptionist Coordinator Secretary Analyst Consultant
1o Leads a group, helps everyone work well together.
2. e, Works in an office, organizes things, and schedules appointments.
3 Helps others with different tasks, making things easier for them.
4, e, Greets visitors, answers phones, provides basic information.
5 Takes care of paperwork and keeps things in order.
6. e, In charge of a group, ensures everyone follows rules and does their job well.
T, Looks at information to understand it better, provides helpful insights.
8. Helps organize activities or projects, ensuring everything runs smoothly.
9. Expert who gives advice and helps solve problems in a specific area.
10, e Knows a lot about a particular subject or area, an expert in their field.

KEY: 1) Supervisor 2) Secretary 3) Assistant ~ 4) Receptionist  5) Clerk

6) Manager 7) Analyst  8) Coordinator 9) Consultant 10) Specialist
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WHO AM | ?

Exercise 2: Guess the job from these clues

Graphic Designer Architect Electrician Writer Event Planner

Dentist Accountant Teacher Doctor Software Developer

...................................... 1) I design buildings and structures, ensuring they are safe and functional.

...................................... 2) | care for patients' oral health by cleaning teeth and providing preventive

care
...................................... 3) | create visual concepts to communicate ideas through images and layouts.
...................................... 4) | manage financial records, prepare tax returns, and provide financial advice.
...................................... 5) | teach students in various subjects and grade levels to help them learn and
grow
...................................... 6) | repair and maintain electrical systems in buildings, homes, and factories.
...................................... 7) I write articles, blog posts, and social media content for websites and
companies.
...................................... 8) | diagnose and treat illnesses and injuries to help patients regain their health.
...................................... 9) I plan and coordinate events, ensuring they run smoothly and meet
objectives.
...................................... 10) | develop software applications and systems to meet the needs of users.
KEY: 1. Architect 2. Dentist 3. Graphic Designer 4. Accountant 5. Teacher

6. Electrician 7. Writer 8. Doctor 9. Event Planner 10. Software

Developer




Exercise 2: Listen and guess what job position of each person
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Software Developer
Physician or Doctor

Construction Worker

Restaurant Manager

Automotive Mechanic Financial Advisor

Lawyer or Attorney

Research Scientist

Marketing Analyst

Graphic Designer

| create computer programs and

apps for phones and computers.

| help people with legal

problems and go to court.

| help people with their

money and savings.

| study how people buy things

and make ads.

| manage a restaurant and its

workers.

| do experiments and learn new

things in science.

| fix cars and trucks when they're

broken.

| make things look pretty in

magazines and online.

| help sick people get better in

hospitals.




Post-test
Choose the correct choices.
1. What does an IT Support person do?
a. Cook food
b. Help with computer issues
c. Teach in a school
d. Drive a taxi
2. What is the main role of a Nurse?
a. Design buildings
b. Take care of sick people
c. Sell products in a store
d. Write stories for a newspaper
3. Who works in a kitchen and prepares delicious meals?
a. Teacher
b. Chef
c. Explorer
d. Office Inventor
4. What does a Marketing Coordinator focus on?
a. Fixing cars
b. Planning events and ads
c. Taking care of plants
d. Flying airplanes
5. What is a Data Analyst responsible for?
a. Building houses
b. Analyzing information
c. Teaching children
d. Caring for animals
6. What does an Explorer typically do?
a. Travels to new places and discovers things
b. Works with computers

c. Sells clothes in a store
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d. Helps patients at a hospital
7. In which job position do you welcome patients at hospitals and schedule appointments?
a. Retail Sales Associate
b. Medical Receptionist
c. Data Analyst
d. Line Cook
8. What is the focus of a Customer Success Manager?
a. Helping with computer issues
b. Making delicious food
c. Building houses
d. Ensuring customer satisfaction and addressing concerns
9. What does an Administrative Assistant do?
a. Take care of sick people
b. Answer phones and organize things in offices
c. Teach in a school
d. Explore outer space
10. Who might work in an office and suggest new ideas to make work enjoyable?
a. Chef
b. Explorer
c. Office Inventor

d. Registered Nurse
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6.1 Resume writing and presentation.




Personal Information

Name :

Resume

Address:

Zip Code:

Mobile Phone No.:

E - mail.

Date of birth:

Nationality:

Marital Status:

Education:

Age:

Religion:

92

Level Institution

Year

Qualification

Major Subject
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Career Objective:

Work Experience:

Year

Company Name

Job Position

Skills:

Language skill:

Computer skill:

Special skill:

Office Machine used:

Hobbies:

Honors/Awards:

References:

Name

Position

Company Name and address
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5. @13eN1sisus
5.1 Vocabulary
5.2 Listening Skill: Writing a Formal Email
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5.3 Speaking Skill: Email for any situation
5.4 Reading Skill: Read the email

5.5 Writing Skill: Email Response

6. faNsTUNIITEUF

6.1 YU FUNSEU

Y

1. Ay aounuringay e fi3ouszledannndngns InodmualiiSounnaudesiaimg

Awanssauasinueluizes Email
2. agfaounumumILfifuvesiBeuinfunadoudius WSouuansmmAnifsaiunsadeu

Suafiudazaumeiivszaunsainduegasls wiadlvidiSeuendiieg1
3. agffaouliinAnyvhuuunegeuteudsusoanusila
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6.2 dulilevuaznsaoy
1. astaeuldidonluuniZoud 4 Email audedes fremsesune ussene Fnanudemitieadostu

a vy a = 1Y) Y a a A P v a v a &£
UNLIYU LL531VNLiUUﬂﬂUqQU?‘nqLW@JL@NT\]Wﬂaa@qQ 9 LW@IWLﬂ@ﬂ’NNL?ﬂI"\]ENGU‘U

Y
4

6.3 Yuazluazn1suszene
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5. @138N19I58u3
5.1 Vocabulary
5.2 Listening Skill: Writing a Formal Email
5.3 Speaking Skill: Email for any situation

5.4 Reading Skill: Read the email

5.5 Writing Skill: Email Response
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4.1 Writing Email
5 Steps of writing email: YuABUNISWEUDLUA M

a5ubject Line msi@guiaizas : The subject line should succinctly summarize the purpose
or topic of the email to grab the recipient’s attention.

Example : "Meeting Agenda for Friday's Presentation”

@Greeting N15VINNIY : Start your email with a polite greeting to address the recipient.

Example : "Dear Mr.Smith,"

Body {WaA318 : Write a clear and concise message in the body of the email, providing

necessary details or information.

Example : “I wanted to share the updated sales report with you. Please find attached

the latest figures for your review.”

Closing AN899118 : End your email with a closing remark or call to action, and include

your signature.

Example : “Thank you for your attention to this matter. Best regards, [Your Name]”

Proofreading M99NIUNBUES : Before sending, proofread your email for any errors in

grammar, spelling, or tone to ensure clarity and professionalism.




- New Message
To: HRteam112@gmail.com @

Subject: Meeting Rescheduling Request

Dear Team,
| hope this email finds you well. | wanted to inform you that due to unforeseen
circumstances, we need to reschedule our team meeting scheduled for tomorrow at 10:00 AM.
Thank you for your understanding. Please let me know your availability for next week so

we can find a suitable time to meet.

Best regards,

Anna

y How to response the email? n15naUBLLE

1.)Opening faun3uin ; Begin your email response by acknowledging the original message
and expressing gratitude if applicable.

Example : “Thank you for reaching out to me regarding the project deadline.”

2. Addressing Concerns ﬂ'l'mEI‘U%’U‘t’l’ﬂﬁﬁmuﬁﬁzqiuﬁwaﬁlﬁ%'u : Address any questions,
concerns, or requests raised in the original email.
Example : “| understand your concern about the tight deadline. Rest assured, | am

actively working on completing the tasks.”

3. Providing Information or Updates ﬂ’lﬂ‘iﬁl’ﬂs&mﬁmﬁuw‘%‘ﬂaﬁufﬂﬂﬂ@ﬁ’l : Offer relevant
information, updates, or solutions to the recipient’s inquiry or request.
Example: “I have attached the latest progress report for your review. We are on track

to meet the deadline.”

4’ Closing d79ua9i1® : Conclude your email with a polite closing remark or any follow-up
actions if necessary.

Example : “Please feel free to reach out if you have any further questions or concems.”

5. Signature 83U : Sign off your email with your name and any relevant contact information.

Example : “Best regards, [Your Name]”



Examples

Hi Max,

Thank you for your email regarding the upcoming team meeting. | understand your
concern about the proposed agenda.

| wanted to inform you that | have reviewed the agenda and made some adjustments
based on your feedback. Please find the revised agenda attached to this email.
If you have any further questions or suggestions, please don’t hesitate to let me know. | look

forward to discussing the agenda further in our meeting.

Best regards,

Jane Williamson

v

Steps of sending an email: URBUNTHIDLUA

aCompose New Email Weudwa : Begin by opening your email platform or app and

selecting the option to compose a new email.

@Add Recipients izqﬁﬂéﬁtuﬂ@% : Enter the email addresses of the recipient(s) in the

“To” field. If you want others to receive a copy, you can include them in the “Cc” field.

@Craft Your Message Weautana1u : Write your email, including a clear subject line that
summarizes the purpose of your message. Be sure to provide all necessary information

and maintain a professional tone.

Attach Files (if necessary) wuulwa (§13) : If you need to include any files, such as
documents, images, or presentations, you can attach them by clicking on the appropriate

icon and selecting the files from your device.

aReview and Send B1UNUNIULAZHIDLIUA : Before sending your email, take a moment
to review the content, ensuring there are no spelling or grammatical errors, and that all
attachments are included. Once you're satisfied, click the “Send” button to deliver your

message to the recipient(s).
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Email

Pre-test

Choose the correct choices.

1. When starting an email, what is the most appropriate greeting?

a. Good morning b. Hiya
c. Dear Mr. Smith d. Hey
2. Which closing phrase is best for a formal email?
a. Cheers b. Take care
C. See ya later d. Best regards
3. What should you include in the subject line of your email?
a. The recipient’s name
b. Your entire message
c. A random quote

d. A brief summary of your message

4. Which sentence is suitable for asking someone to reply to your email?

a. “I’m going to ignore your response.”
b. “Please let me know your thoughts.”
c. “I don’t need your feedback.”

d. “Don’t bother replying.”

5. What is the purpose of a subject line in an email?

a. To provide a detailed explanation of the email’s content

b. To summarize the entire email

c. To leave it blank

d. To catch the reader’s attention and give a brief idea of the email’s content
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6. How should you respond to an email when you need more information?
a. Reply with a simple “okay”
b. Ignore it
c. Tell the sender you don’t need more information
d. Ask polite follow-up questions
7. Which of the following is NOT a good practice when attaching files to an email?
a. Sending large files without warning
b. Ensuring the file names are clear and relevant
c. Sending files unrelated to the email’s content
d. Sending the files in a compressed folder
8. What should you do if you’re unable to respond to an email immediately?
a. Reply with a brief acknowledgment and mention when you’ll respond
b. Leave it unread indefinitely
c. Respond with a detailed apology
d. Delete the email
9. Which of the following email structures is the most organized?
a. Short, random paragraphs
b. No structure, just a stream of consciousness
c. Clear paragraphs with a logical flow of information
d. One long paragraph with no breaks
10. How should you address someone if you don’t know their gender in a formal email?
a. “Dear Sir/Madam”
b. “Dear Mr. or Mrs.”
c. “To Whom It May Concern”

d. “Hey You”
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Class No.

Listening Skills

Exercise: Listen to the conversation and fill in the blank

Conversation 1: Writing a Formal Email

license client compose subject line closing
appropriate purpose appointment email meeting
Tom: Hey, Sarah. | need to write an email to our ......ccccccvevvenene. , Mr. Johnson. Can you help
me with it?
Sarah: Of course, Tom. What's the .......ccccocovveeenee. of the email?
Tom: | need to confirm the meeting details for next week.
Sarah: Okay, let's start with the ..o, How about "Confirmation of Meeting
Details for Next Week"?
Tom: Sounds good. Should | address him as "Dear Mr. Johnson"?
Sarah: Yes, that's ...ccooeoveeeiieeen for a formal email. In the body, be concise and clear
about the meeting time, location, and any other important information.
Tom: Got it. And for the ... ?
Sarah: "Best regards" or "Sincerely" would work well. Don't forget to sign off with your name.
Tom: Thanks for your help, Sarah. I'll get started on it now.




Conversation
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2: Asking for Feedback via Email

spend greeting send helpful attract
details thankful attachment colleagues college
Emily: Hi David, | need your opinion on the presentation draft | sent you earlier.

David:

Emily:

David:

Emily:

David:

Sure, Emily. Why don't youU ....ococeeeees v, me an email with the ... ?
Okay, I'll do that. Should | include the presentation as an .......cccceeevveenee. ?
Yes, that would be .coveveeveie And in the email, be specific about what feedback

you're looking for.

Got it. Should | use a formal ....ccoeveevveeenenn.. ?

SINCE WE'TE eeeeeeeeeee e , "Hi David" would be fine. Just keep the tone

professional and clear in the email.

Emily: Thanks, David. I'll send it over right away.
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Conversation 3: Responding to a Customer Complaint via Email

purchase apologize account discount regret
conversation complaint compensation account inconvenience
Alex:  Hey, Emma. I'm not sure how to respond to this customer ........ccccocoevneneeee we

received via email.

Emma: Let's take a look. Okay, it seems like they're unhappy with the product delivery time.

Alex: Right. Should | ....cccccevveeene. in the email?

Emma: Absolutely. Start by expressing regret for the ..., caused and assure
them that you're looking into the matter.

Alex: And should | offer any ......cccceevvvniiiceenns ?

Emma: Since it's a delivery issue, offering @ .......ccccocoevvienee. on their next ............... or free
shipping could help resolve the situation.

Alex: That makes sense. I'll draft the email with those points in mind.

Emma: Great. Let me know if you need any help polishing it before sending it out.



Post-test
Choose the correct choices.
1. When starting an email, what is the most appropriate greeting?
a. Dear Mr. Smith b. Hey
c. Good morning d. Hiya
2. Which closing phrase is best for a formal email?
a. See ya later b. Best regards
c. Cheers d. Take care
3. What should you include in the subject line of your email?
a. Your entire message
b. The recipient’s name
c. A brief summary of your message
d. A random quote
4. Which sentence is suitable for asking someone to reply to your email?
a. “Please let me know your thoughts.”
b. “I’m going to ignore your response.”
c. “Don’t bother replying.”
d. “I don’t need your feedback.”
5. What is the purpose of a subject line in an email?
a. To summarize the entire email
b. To provide a detailed explanation of the email’s content
c. To catch the reader’s attention and give a brief idea of the email’s content
d. To leave it blank
6. How should you respond to an email when you need more information?
a. lgnore it
b. Reply with a simple “okay”
c. Ask polite follow-up questions

d. Tell the sender you don’t need more information
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7. Which of the following is NOT a good practice when attaching files to an email?
a. Ensuring the file names are clear and relevant
b. Sending large files without warning
c. Sending the files in a compressed folder
d. Sending files unrelated to the email’s content
8. What should you do if you’re unable to respond to an email immediately?
a. Leave it unread indefinitely
b. Reply with a brief acknowledgment and mention when you’ll respond
c. Delete the email
d. Respond with a detailed apology
9. Which of the following email structures is the most organized?
a. No structure, just a stream of consciousness
b. Short, random paragraphs
c. Clear paragraphs with a logical flow of information

d. One long paragraph with no breaks

10. How should you address someone if you don’t know their gender in a formal email?

a. “Dear Mr. or Mrs.”
b. “Dear Sir/Madam”
c. “Hey You”

d. “To Whom It May Concern”

110



7. @NE1591999
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_Email
Pre-test
Choose the correct choices.
1. When starting an email, what is the most appropriate greeting?
a. Good morning b. Hiya
c. Dear Mr. Smith d. Hey
2. Which closing phrase is best for a formal email?
a. Cheers b. Take care
C. See ya later d. Best regards
3. What should you include in the subject line of your email?
a. The recipient’s name
b. Your entire message
c. A random quote
d. A brief summary of your message
4. Which sentence is suitable for asking someone to reply to your email?
a. “I’m going to ignore your response.”
b. “Please let me know your thoughts.”
c. “I don’t need your feedback.”
d. “Don’t bother replying.”
5. What is the purpose of a subject line in an email?
a. To provide a detailed explanation of the email’s content
b. To summarize the entire email
c. To leave it blank

d. To catch the reader’s attention and give a brief idea of the email’s content
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6. How should you respond to an email when you need more information?
a. Reply with a simple “okay”
b. Ignore it
c. Tell the sender you don’t need more information
d. Ask polite follow-up questions
7. Which of the following is NOT a good practice when attaching files to an email?
a. Sending large files without warning
b. Ensuring the file names are clear and relevant
c. Sending files unrelated to the email’s content
d. Sending the files in a compressed folder
8. What should you do if you’re unable to respond to an email immediately?
a. Reply with a brief acknowledgment and mention when you’ll respond
b. Leave it unread indefinitely
c. Respond with a detailed apology
d. Delete the email
9. Which of the following email structures is the most organized?
a. Short, random paragraphs
b. No structure, just a stream of consciousness
c. Clear paragraphs with a logical flow of information
d. One long paragraph with no breaks
10. How should you address someone if you don’t know their gender in a formal email?
a. “Dear Sir/Madam”
b. “Dear Mr. or Mrs.”
c. “To Whom It May Concern”

d. “Hey You”
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Exercise: Listen to the conversation and fill in the blank

Conversation 1: Writing a Formal Email

license client compose subject line closing
appropriate purpose appointment email meeting
Tom: Hey, Sarah. | need to write an email to our ........ client........ , Mr. Johnson. Can you help
me with it?
Sarah: Of course, Tom. What's the ........ purpose........ of the email?

Tom: | need to confirm the meeting details for next week.

Sarah: Okay, let's start with the ........ subject line......... How about "Confirmation of Meeting
Details for Next Week"?

Tom: Sounds good. Should | address him as "Dear Mr. Johnson"?

Sarah: Yes, that's ........ appropriate........ for a formal email. In the body, be concise and clear

Tom: Got it. And for the ........ closing........ ?
Sarah: "Best regards" or "Sincerely" would work well. Don't forget to sign off with your name.

Tom: Thanks for your help, Sarah. I'll get started on it now.
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Conversation 2: Asking for Feedback via Email

spend greeting send helpful attract

details thankful attachment colleagues college

Emily: Hi David, | need your opinion on the presentation draft | sent you earlier.

David: Sure, Emily. Why don't you ........ send........ me an email with the ........ details........ ?

Emily: Okay, I'll do that. Should I include the presentation as an ........ attachment........ ?

David: Yes, that would be ........ helpful......... And in the email, be specific about what

feedback you're looking for.

Emily: Got it. Should I use a formal ........ greeting........ ?

David: Since we're ........ colleagues........ , "Hi David" would be fine. Just keep the tone

professional and clear in the email.

Emily: Thanks, David. I'll send it over right away.
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Conversation 3: Responding to a Customer Complaint via Email

purchase apologize account discount regret
conversation complaint compensation account inconvenience
Alex:  Hey, Emma. I'm not sure how to respond to this customer ........ complaint........ we

received via email.

Emma: Let's take a look. Okay, it seems like they're unhappy with the product delivery time.
Alex: Right. Should I ........ apologize........ in the email?

Emma: Absolutely. Start by expressing regret for the ........ inconvenience........ caused and
assure them that you're looking into the matter.

Alex:  And should | offer any ........ compensation........ ?

or free shipping could help resolve the situation.
Alex: That makes sense. I'll draft the email with those points in mind.

Emma: Great. Let me know if you need any help polishing it before sending it out.



Post-test
Choose the correct choices.
1. When starting an email, what is the most appropriate greeting?
a. Dear Mr. Smith b. Hey
c. Good morning d. Hiya
2. Which closing phrase is best for a formal email?
a. See ya later b. Best regards
c. Cheers d. Take care
3. What should you include in the subject line of your email?
a. Your entire message
b. The recipient’s name
. A brief summary of your message
d. A random quote
4. Which sentence is suitable for asking someone to reply to your email?
a. “Please let me know your thoughts.”
b. “I’m going to ignore your response.”
c. “Don’t bother replying.”
d. “I don’t need your feedback.”
5. What is the purpose of a subject line in an email?
a. To summarize the entire email
b. To provide a detailed explanation of the email’s content
c. To catch the reader’s attention and sive a brief idea of the email’s content
d. To leave it blank
6. How should you respond to an email when you need more information?
a. lgnore it
b. Reply with a simple “okay”
c. Ask polite follow-up questions

d. Tell the sender you don’t need more information
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7. Which of the following is NOT a good practice when attaching files to an email?
a. Ensuring the file names are clear and relevant
b. Sending large files without warning
c. Sending the files in a compressed folder
d. Sending files unrelated to the email’s content
8. What should you do if you’re unable to respond to an email immediately?
a. Leave it unread indefinitely
b. Reply with a brief acknowledgment and mention when you’ll respond
c. Delete the email
d. Respond with a detailed apology
9. Which of the following email structures is the most organized?
a. No structure, just a stream of consciousness
b. Short, random paragraphs
c. Clear paragraphs with a logical flow of information

d. One long paragraph with no breaks

10. How should you address someone if you don’t know their gender in a formal email?

a. “Dear Mr. or Mrs.”
b. “Dear Sir/Madam”
c. “Hey You”

d. “To Whom It May Concern”
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6.1 Writing business email.

Hovediua
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- b e == -

-==y .,
L}
LI
LI

FA)

Applying for (/alInLIY) Position - (§o-uauana)
Dear Hiring Manager,

I saw your job posting for the (f1nKUiv) Position on Jobsdb.
I believe my experience is a strong match for the responsibilities pertaining
to this role, | am excited to submit my resume to you for your consideration.

I recently graduated from (&mmﬂu). where | completed a degree (o)
in (ﬂonﬁngnaﬁl!uuou). | am very interested to apply my skills and knowledge
to an inspiring organization where | can make a meaningful contribution.

I have attached a resume and certificates for your consideration.
Thank you for your time and consideration. | look forward to hearing from you.

Best regards,

(o-uwana)
(@wa/vosinsinso)

-----------
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5. @138N19I58u3
5.1 Vocabulary
5.2 Listening Skill: Meeting

5.3 Speaking Skill: Meeting conversation
5.4 Reading Skill: Read the passage
5.5 Writing Skill: MEETING MINUTES
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5. @19¥n13iTeus
5.1 Vocabulary
5.2 Listening Skill: Writing a Formal Email
5.3 Speaking Skill: Email for any situation
5.4 Reading Skill: Read the email

5.5 Writing Skill: Email Response



6.1 Meeting
Preparing for the meeting: N15A38NAINBUNITUSEYN

1. Agenda (2132n15U52%94) : The agenda outlines the topics to be discussed during
themeeting, keeping the discussion focused and organized.

2. Meeting materials (L’e)ﬂﬁ'l'im'iﬂ'izﬂgu) : These include documents, presentations,
or reports relevant to the meeting's agenda, ensuring all attendees have access to
necessary information.

3. Meeting room setup (5ﬂwﬁﬂuﬁaﬂﬂ‘sz°qu) : The secretary arranges the meeting
room and necessary equipment, such as projectors or conference call systems, to ensure a

comfortable and productive environment.
4. Attendee list ('iﬂﬂ%aﬁm’l’ﬁ'i"mﬂ'ﬁﬂizﬂgu) : Maintaining a list of attendees ensures

that all necessary individuals are invited to the meeting and helps coordinate attendance.

5. Meeting minutes (ﬁuﬁnm’a‘ﬂiz‘qu) : During the meeting, the secretary takes notes or
minutes to document discussions, decisions, and action items, providing a record of the

meeting's outcomes




),
knowledge sheet v |

Steps for conducting a meeting : %’uﬁla‘umiﬁ%ﬁumiﬂizﬂgu

1. Prepare Agenda (Lﬁ?ﬂumizmiﬂizﬂgu) Create an agenda to guide the
discussion and keep the meeting on track.

Example : “Let’s review the agenda before we start to ensure we cover all the
important topics.”

2. Start on Time (L’%lmmqnm) Begin the meeting promptly to respect everyone’s
time.

Example : “Good morning, everyone. Let’s get started right on time. We have

a lot to cover today.”
3. Discuss Agenda Items (8A1Us18M115181153158NN15UTEYY) Address each agenda

item, allowing relevant participants to provide input.

Example : “Our first agenda item is the marketing strategy. I’d like to hear from the

marketing team about their progress.”

4. Assign Action Items (UaUMNN8AN15291U) Assign tasks to specific individuals with deadlines

and expectations.

Example: “John, could you follow up with the client and provide an update at our

next meeting?”

5. Summarize and Close (ﬂ'a;‘tJLLaﬁJﬂn'ﬁU’iz“qu) Summarize key points, decisions, and

next steps before concluding the meeting.

Example: “To wrap up, we’ve made progress on our marketing strategy and have

actionable steps tomove forward.”




How to write meeting minutes : m%tﬁaumamumsﬂsmgu

What is meeting minutes?

Meeting minutes are notes that someone takes during a meeting to write down what
happened. They include important points discussed, decisions made, and tasks assigned.
Think of them like a summary or record of what happened in the meeting, so that people

who weren’t there can know what was talked about and what needs to be done next.

N >

Steps of writng meeting minutes : %’umaumiL%&M‘sﬁ&N'lun'ﬁﬂss*’qu

‘L".
1. Take Notes (aaUuwin)

During the meeting, take concise notes on key discussions, decisions, and action items.

2. Organize Information (13gu5e4)

After the meeting, organize your notes by agenda item for clarity.

3. Draft Minutes (§19518997uM5Usg9u)

Write up the minutes, summarizing discussions and decisions accurately.

4. Review and Distribute (A523NULASIHEUNS)

\ Review the draft for accuracy before distributing the final minutes to attendees. J

Common sentences people use in meetings Ussloalun1sussyy

Let’s get started. “AnRuAuLaY”
Can everyone hear me okay? “nnauldgudssvesdulvuaiu/ay”
"d like to propose/agenda item... “duosnniaue/Sedlussilsuisensussea..”

Does anyone have any questions or

@ o = = = ”
o TastaanunIemnumiveslsinsasu/es
comments?

Let’s go over the agenda. “ganszdrfiyuedssiisvinsenmsuszyuiu’
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Pre-test
Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To create a record of discussions and decisions
b. To plan a party
c. To choose a meeting venue
d. To showcase artistic skills
2. What does the term “agenda” refer to in a meeting context?
a. A plan outlining topics to be discussed
b. A list of meeting attendees
c. A collection of meeting notes
d. A summary of past meetings
3. When someone says “Please take the minutes,” what are they asking you to do?
a. Record what happens during the meeting
b. Plan the next meeting
c. Share your favorite minutes of the day
d. Bring snacks to the meeting
4. In meeting vocabulary, what does “adjourn” mean?
a. To end or close the meeting
b. To organize
c. To start the meeting
d. To take notes
5. What is the purpose of a “break” during a meeting?
a. To rest and refresh participants
b. To make the meeting longer
c. To create confusion

d. To decide the meeting time
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6. When someone says “Let’s table that for now,” what are they suggesting?
a. To postpone discussing a topic
b. To bring a table to the meeting
c. To start a new table tennis game
d. To change the meeting location
7. What does “quorum” mean in meeting terms?
a. The meeting’s starting time
b. A type of meeting agenda
c. A meeting decoration
d. The minimum number of members required for official decisions
8. What is a “motion” in a meeting?
a. A proposal or suggestion made by a participant
b. A physical movement during the meeting
c. A musical interlude during the meeting
d. A meeting location
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To confuse participants
b. To conclude the meeting
c. To share vacation plans

d. To create a friendly atmosphere and know who is present

10. When someone says “Please hold all questions until the end,” what are they asking?

a. To ask more questions immediately
b. To avoid questions completely
c. To stop talking altogether

d. To save questions for later

131
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Unit5 Hame

Class No.

Exercise: Match the vocabulary with its meaning
1) Agenda a. Specific tasks or actions that need to be completed

following decisions made in the meeting.

2) e Minutes b. A record of the individuals present at the meeting.
) I Chairperson c. To formally end or close the meeting.
4) Facilitator d. A list or plan outlining items to be discussed or

accomplished during a meeting.

5) Attendance e. Activities or tasks that need to be carried out after
the meeting to ensure the implementation of decisions
or resolutions.

6) e Action Items f. A written record summarizing the discussions,
decisions, and

actions taken in a meeting.

T) e Adjourn g. Someone who helps guide the meeting process,
ensuring effective communication and participation.

3) Quorum h. A format where participants engage in open and

collaborative conversation about a topic.

1) Roundtable Discussion i. The person responsible for leading and overseeing
the meeting.

F10) RS Follow-up j. The minimum number of members required to

conduct official business in a meeting.
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Unith Name

Class No.

Listening Skill
Exercise: Listen to the conversation below then choose the correct word to complete the

conversation and answer the questions

need team meeting client agenda weekend

Conversation 1:

Kim: Hey, did you see the invite for the ......cccccceoevnne next Monday?

John: Yeah, | did. What's onthe .....ccooeeeeveene. ?

Kim: Pproject updates and planning for the .......ccccco........ presentation. Anything specific you want to
bring up?

Questions:

1) What is the main focus of the team

MNEETINGZ ettt ettt
2) When is the team meeting

SCNEAULEA? ...ttt
3) What topics are expected to be discussed during the

MEETINGZ e




discussion IT manager attending timeline time
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Conversation 2:

Thida: | heard there's a meeting about the new software implementation. Are you .......cccccccveuveeee. ?
James: Yes, I'll be there. Do you know who's leading the ... ?

Thida: It's the .o | guess they'll explain the ..o and address any concerns.
Questions:

1) What is the subject of the
MNEETINGY ettt ettt ettt nens
2) Who is leading the discussion on the new software
iIMplementation?........ccreree e
3) What do you think will be discussed regarding the

NN e et

accountant important follow-ups assign minutes

Conversation 3:

A: | couldn't attend the morning meeting. Anything ........cccccevevene. discussed?
B: Mainly updates on ongoing projects. They mentioned a new client too.
A: Did they ..o tasks OF .o ?

B: Yeah, | got a few action items. Check your email; they sent out the meeting .......ccccccevvenee.

Questions:

1) What was the main focus of the morning
MNEETINGZ ettt
2) Were there any specific projects discussed during the
MEETINGZ e

3) How can colleagues who missed the meeting catch up on what was discussed?
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Unith

Name

Class No.

Exercise : Read the meeting minutes and answer the questions

Meeting Minutes

Date: 14/02/2024
Time: 10.00 a.m.

Location: 101 meeting room, PPA Company

Attendees:
1. Sarah
2. John
3. Anna
4. David

Agenda ltems:

1. Project Discussion
2. Task Assignments
3. Deadlines

Discussion:

- Team discussed marketing strategies: social media and budget analysis.

- Tasks assigned:
- John: Budget analysis
- Anna: Social media posts

- David: Marketing strategies research
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Next Steps:

- John to report budget analysis next week.
- Anna to create social media posts.
- David to research marketing strategies.
Action Items:
- John: Complete budget analysis by 23/02/2024
- Anna: Create social media posts by June 2024

- David: Research marketing strategies by June 2024

1. Who will analyze the budget?
A) Sarah
B) John
C) Anna

D) David

2. What is Anna's task?
A) Researching marketing strategies
B) Creating social media posts
C) Presenting budget analysis

D) Scheduling meetings

3. When will David present his findings?
A) Next month
B) Next week
C) Tomorrow

D) Today
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4. Which strategy was discussed?
A) Email marketing
B) Radio ads
C) Social media

D) TV commercials

5. Who will research marketing strategies?
A) Sarah
B) John
() Anna

D) David

6. What will John report back on?
A) Budget analysis
B) Social media posts
C) Marketing strategies

D) Project progress

7. What was the main topic?
A) Budget planning
B) Marketing strategies
C) Training

D) Product development
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Post-test
Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To plan a party
b. To create a record of discussions and decisions
c. To showcase artistic skills
d. To choose a meeting venue
2. What does the term “agenda” refer to in a meeting context?
a. A list of meeting attendees
b. A plan outlining topics to be discussed
c. A summary of past meetings
d. A collection of meeting notes
3. When someone says “Please take the minutes,” what are they asking you to do?
a. Plan the next meeting
b. Record what happens during the meeting
C. Bring snacks to the meeting
d. Share your favorite minutes of the day
4. In meeting vocabulary, what does “adjourn” mean?
a. To organize
b. To end or close the meeting
c. To take notes
d. To start the meeting
5. What is the purpose of a “break” during a meeting?
a. To make the meeting longer
b. To rest and refresh participants
c. To decide the meeting time

d. To create confusion



6. When someone says “Let’s table that for now,” what are they suggesting?
a. To bring a table to the meeting
b. To postpone discussing a topic
c. To change the meeting location
d. To start a new table tennis game
7. What does “quorum” mean in meeting terms?
a. A type of meeting agenda
b. The meeting’s starting time
c. The minimum number of members required for official decisions
d. A meeting decoration
8. What is a “motion” in a meeting?
a. A physical movement during the meeting
b. A proposal or suggestion made by a participant
c. A meeting location
d. A musical interlude during the meeting
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To conclude the meeting
b. To confuse participants
c. To create a friendly atmosphere and know who is present

d. To share vacation plans

10. When someone says “Please hold all questions until the end,” what are they asking?

a. To avoid questions completely
b. To ask more questions immediately
c. To save questions for later

d. To stop talking altogether
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9. 1L@NEI91999

7.1 Mladeleuin NwSanguiteugsia WaIvn 20000-1219 audniisde Wedlnediin
7.2 Fovnedunesiiln

10. a1ANUIN (LQZ‘]EJLL‘UU?]ﬂﬁﬂ LRAYLUUNAEIU 1)

188 : Meeting

Pre-test
Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To create a record of discussions and decisions
b. To plan a party
c. To choose a meeting venue
d. To showcase artistic skills
2. What does the term “agenda” refer to in a meeting context?
a. A plan outlining topics to be discussed
b. A list of meeting attendees
c. A collection of meeting notes
d. A summary of past meetings
3. When someone says “Please take the minutes,” what are they asking you to do?
a. Record what happens during the meeting
b. Plan the next meeting
c. Share your favorite minutes of the day
d. Bring snacks to the meeting
4. In meeting vocabulary, what does “adjourn” mean?
a. To end or close the meeting
b. To organize
c. To start the meeting

d. To take notes
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5. What is the purpose of a “break” during a meeting?
a. To rest and refresh participants
b. To make the meeting longer
c. To create confusion
d. To decide the meeting time
6. When someone says “Let’s table that for now,” what are they suggesting?
a. To postpone discussing a topic
b. To bring a table to the meeting
c. To start a new table tennis game
d. To change the meeting location
7. What does “quorum” mean in meeting terms?
a. The meeting’s starting time
b. A type of meeting agenda
c. A meeting decoration
d. The minimum number of members required for official decisions
8. What is a “motion” in a meeting?
a. A proposal or suggestion made by a participant
b. A physical movement during the meeting
c. A musical interlude during the meeting
d. A meeting location
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To confuse participants
b. To conclude the meeting
c. To share vacation plans

d. To create a friendly atmosphere and know who is present
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10. When someone says “Please hold all questions until the end,” what are they asking?
a. To ask more questions immediately
b. To avoid questions completely
c. To stop talking altogether

d. To save questions for later

Exercise: Match the vocabulary with its meaning
£ R Agenda a. Specific tasks or actions that need to be completed

following decisions made in the meeting.

2) e Minutes b. A record of the individuals present at the meeting.
3) . Chairperson c. To formally end or close the meeting.
4) Facilitator d. A list or plan outlining items to be discussed or

accomplished during a meeting.

5) Attendance e. Activities or tasks that need to be carried out after
the meeting to ensure the implementation of decisions
or resolutions.

(&) Action Items f. A written record summarizing the discussions,
decisions, and

actions taken in a meeting.

7). Adjourn g. Someone who helps guide the meeting process,
ensuring effective communication and participation.

3) I Quorum h. A format where participants engage in open and

collaborative conversation about a topic.

9) e Roundtable Discussion i. The person responsible for leading and overseeing
the meeting.
10) i Follow-up j. The minimum number of members required to

conduct official business in a meeting.

KEY: 1) d 2)f 3 4g 5b 6a T7c 8)j 9h 10)e
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Exercise: Listen to the conversation below then choose the correct word to complete the

conversation and answer the questions

need team meeting client agenda weekend

Conversation 1:

Kim: Hey, did you see the invite for the ...team meeting... next Monday?
John: Yeah, | did. What's on the ...agenda...?
Kim: Project updates and planning for the ...client.. presentation. Anything specific you want to bring

up?

Questions:

4) What is the main focus of the team

MNEETING Y ettt sttt
5) When is the team meeting

SCNEAULEA? ...
6) What topics are expected to be discussed during the

MEETINGZ e

discussion IT manager attending timeline time

Conversation 2:

Thida: | heard there's a meeting about the new software implementation. Are you ...attending...?
James: Yes, I'll be there. Do you know who's leading the ...discussion...?

Thida: It's the ...IT manager... | guess they'll explain the ...timeline... and address any concerns.
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Questions:

4) What is the subject of the
MNEETING? ettt ettt ettt n e
5) Who is leading the discussion on the new software
iMplementation?........cccireeeee e
6) What do you think will be discussed regarding the

NG e et

accountant important follow-ups assign minutes

Conversation 3:

A: | couldn't attend the morning meeting. Anything ...important... discussed?
B: Mainly updates on ongoing projects. They mentioned a new client too.
A: Did they ...assign... tasks or ...follow-ups...?

B: Yeah, | got a few action items. Check your email; they sent out the meeting ...minutes....

Questions:

4) What was the main focus of the morning
MNEETINGZ et
5) Were there any specific projects discussed during the
MNEETING T e

6) How can colleagues who missed the meeting catch up on what was discussed?




Exercise : Read the meeting minutes and answer the questions

145

Meeting Minutes

Date: 14/02/2024
Time: 10.00 a.m.

Location: 101 meeting room, PPA Company

Attendees:
1. Sarah
2. John
3. Anna
4. David

Agenda ltems:

1. Project Discussion
2. Task Assignments
3. Deadlines

Discussion:

- Team discussed marketing strategies: social media and budget analysis.

- Tasks assigned:
- John: Budget analysis
- Anna: Social media posts

- David: Marketing strategies research
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Next Steps:

- John to report budget analysis next week.
- Anna to create social media posts.
- David to research marketing strategies.
Action Items:
- John: Complete budget analysis by 23/02/2024
- Anna: Create social media posts by June 2024

- David: Research marketing strategies by June 2024

1. Who will analyze the budget?
A) Sarah
B) John
() Anna

D) David

2. What is Anna's task?
A) Researching marketing strategies
B) Creating social media posts
C) Presenting budget analysis

D) Scheduling meetings

3. When will David present his findings?
A) Next month
B) Next week
C) Tomorrow

D) Today



147

4. Which strategy was discussed?
A) Email marketing
B) Radio ads
C) Social media

D) TV commercials

5. Who will research marketing strategies?
A) Sarah
B) John
C) Anna

D) David

6. What will John report back on?
A) Budget analysis
B) Social media posts
C) Marketing strategies

D) Project progress

7. What was the main topic?
A) Budget planning
B) Marketing strategies
C) Training

D) Product development



Post-test
Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To plan a party
b. To create a record of discussions and decisions
c. To showcase artistic skills
d. To choose a meeting venue
2. What does the term “agenda” refer to in a meeting context?
a. A list of meeting attendees
b. A plan outlining topics to be discussed
c. A summary of past meetings
d. A collection of meeting notes
3. When someone says “Please take the minutes,” what are they asking you to do?
a. Plan the next meeting
b. Record what happens during the meeting
C. Bring snacks to the meeting
d. Share your favorite minutes of the day
4. In meeting vocabulary, what does “adjourn” mean?
a. To organize
b. To end or close the meeting
c. To take notes
d. To start the meeting
5. What is the purpose of a “break” during a meeting?
a. To make the meeting longer
b. To rest and refresh participants
c. To decide the meeting time
d. To create confusion

6. When someone says “Let’s table that for now,” what are they suggesting?
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a. To bring a table to the meeting
b. To postpone discussing a topic
C. To change the meeting location
d. To start a new table tennis game
7. What does “quorum” mean in meeting terms?
a. A type of meeting agenda
b. The meeting’s starting time
c. The minimum number of members required for official decisions
d. A meeting decoration
8. What is a “motion” in a meeting?
a. A physical movement during the meeting
b. A proposal or suggestion made by a participant
c. A meeting location
d. A musical interlude during the meeting
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To conclude the meeting
b. To confuse participants
c. To create a friendly atmosphere and know who is present

d. To share vacation plans

10. When someone says “Please hold all questions until the end,” what are they asking?

a. To avoid questions completely
b. To ask more questions immediately
c. To save questions for later

d. To stop talking altogether
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5. @138N19I58u3
5.1 Vocabulary
5.2 Listening Skill: Report
5.3 Speaking Skill: Report presentation

5.4 Reading Skill: Read the business meeting report

5.5 Writing Skill: Business report
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5.1 Vocabulary
5.2 Listening Skill: Report
5.3 Speaking Skill: Report presentation
5.4 Reading Skill: Read the business meeting report

5.5 Writing Skill: Business report



knowledge sheet

Five simple steps for presenting a report:

YUABUNITUILAUDIIYU

1. Introduction:

« Start by introducing yourself and providing some context about

the report.

« Briefly outline the purpose and objectives of the report to give the
audience an understanding of what to expect.

2. Overview:

« Provide a high-level overview of the key points and findings of the report.
« Summarize the main sections or topics that will be covered in more detail

during the presentation.

3.'Main Body:

« Present the main content of the report in a clear and organized manner.
« Break down complex information into smaller, digestible chunks.

« Use visual aids such as slides, charts, or graphs to support your points and
enhance understanding.

4. Discussion:

« Encourage interaction and engagement by inviting questions or feedback from
the audience.

« Address any concerns or clarifications that may arise during the presentation.

« Use examples or anecdotes to illustrate key points and make the content

more relatable.

5. Conclusion :
« Summarize the key findings and insights presented in the report.

« Reinforce the main takeaways and emphasize the significance of the findings.

» Thank the audience for their attention and invite further discussion or follow-

up if needed.




knowledge sheet

Report presentation

1. Introduction : Begin by greeting the audience and announcing the purpose of your
presentation. This step sets the tone for the meeting and informs attendees about the topic

you'll be discussing.

i} Examples

“Good morning, everyone. Today, I'll be presenting the quarterly sales report.”
“Hello, team. I'd like to share the findings from our recent market analysis report.”
“Hi, everyone. I'm excited to discuss the progress of our project based on the report

I've prepared.”

2. Overview of the Report : Provide a roadmap of what the audience can expect to see in

the report. This step gives context to the presentation and helps the audience understand its

structure.

ﬁ Examples

“First, let me give you a brief overview of what you can expect to see in this report.”
“The report is divided into three main sections: sales analysis, market trends, and
recommendations.”

“This report summarizes the data collected over the past quarter and provides insights

into our performance.”

3. Presentation of Key Findings : Present the main findings and insights from the report. This
step highlights the most important information and provides a summary of the key points.
ﬁ Examples
“Our sales have increased by 15% compared to the previous quarter, exceeding our

target.”

“We've identified a growing trend towards eco-friendly products, which presents new

opportunities for us.”

“The project is on track, with 80% of the milestones completed within the expected

timeline.”




knowledge sheet

4. Discussion and Analysis : Open the floor for questions, comments, and discussions about
the findings presented. This step encourages engagement and allows the audience to analyze
the data further.

ﬁ Examples

“Now, let’s open the floor for questions or comments on the findings presented.”
“Let’s brainstorm ideas for addressing the challenges highligshted in the customer

feedback section.”

“I"d like to hear your thoughts on how we can capitalize on the market trends iden-

tified in the report.”

5. Conclusion and Next Steps : Summarize the presentation and reiterate its significance.

This step reinforces the key takeaways and outlines the next steps or actions to be taken

based on the report’s findings.

ﬁ Examples

“In conclusion, this report provides valuable insights that will guide our decisionmaking
moving forward.”

“Thank you for your attention and participation. Let’s take the insights from this report
and use them to drive our strategy.”

“l encourage everyone to review the report in detail and reach out to me with any

additional thoughts or questions.”
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4. WUURNR/LUUNAGaY
Report
Pre-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To educate the audience
b. To entertain the audience
c. To perform magic tricks
d. To sell products
2. What do graphs and charts help us do in a report presentation?
a. Make the data easier to understand
b. Make the presentation longer
c. Hide information
d. Confuse the audience
3. Which type of chart shows trends over time or continuous data with connected data points?
a. Line Graph
b. Pie Chart
c. Bar Chart
d. Area chart
4. How do graphs help visualize data in a report?
a. By making the data more confusing
b. By making the data disappear
c. By turning the data into music
d. By making the data easier to understand
5. What is the purpose of using charts in a report presentation?
a. To make the data more complicated
b. To make the audience fall asleep

c. To hide the data from the audience
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d. To make the data more visually appealing
6. What do we review in a business meeting report?
a. Sales performance
b. Movie reviews
c. Poetry readings
d. The weather forecast
7. Why is it important to analyze data in a report presentation?
a. Because it’s a waste of time
b. Because it’s fun
c. Because it’s a requirement
d. Because it helps us make informed decisions
8. What do we discuss in a report presentation?
a. The latest fashion trends
b. Our favorite movies
c. Our vacation plans
d. The findings of the report
9. What is the purpose of a business meeting report?
a. To inform about company progress
b. To entertain the audience
c. To recite poetry
d. To sell products
10. How do we conclude a report presentation?
a. By summarizing the key findings
b. By asking the audience to leave
c. By telling jokes

d. By performing a dance routine
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Unith Name

Class

No.

Exercise 1: Match the vocabulary with the right chart/graph

Bar Chart Line Graph Pie Chart Scatter Plot Area Chart

Favourite Colour

Children

wrilow Pk

LML 1or Al CRMRCtarIATS EXE

"
Produce sales

-l --.\' -\ -




Exercise 2: Categorize the following words according to their meanings.
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Higher Increase Lower Decrease

Fall Peak Trough Exceed

Rise

Fail

et =

Exercise: Listen to the dialogue below and answer the questions

Conversation 1: Reviewing Sales Performance

Sarah: Hey Mark, have you had a chance to look at the sales report for last quarter?

Mark: Yes, | just finished reviewing it. Our sales have increased by 10% compared to the previous
quarter.

Sarah: That's great news! Did you notice any particular trends or areas for improvement?

Mark: Well, it seems that our online sales have been performing exceptionally well, but there's
been a slight dip in retail store sales. | think we need to focus more on our online marketing
strategies.

Sarah: Agreed. Let's discuss this further in our team meeting later today.




1) What is the percentage increase in sales mentioned by Mark compared to the previous

quarter?
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2) Which sales channel has been performing exceptionally well according to Mark's

observation?

3) What area of sales has experienced a slight dip, as mentioned by Mark?

4) When do Sarah and Mark plan to discuss the sales performance further?

5) What strategy does Mark suggest focusing on to address the dip in retail store sales?

Conversation 2: Analyzing Market Share

John: Lisa, have you seen the latest market share report?

Lisa: Yes, | took a quick look at it earlier. It seems that our market share has increased by 5%
compared to last year.

John: That's promising. Do you think our recent marketing campaigns contributed to this growth?
Lisa: Definitely. Our targeted advertising campaigns have helped us gain traction in key

demographics.

John: Excellent. Let's keep up the momentum and continue to innovate in our marketing efforts.
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What percentage increase in market share is mentioned by Lisa compared to the previous

year?

What factor does John speculate may have contributed to the increase in market share?

What type of campaigns does Lisa attribute the growth in market share to?

How does John suggest they maintain the momentum gained in market share?

What action does John propose to continue innovation in marketing efforts?
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Post-test

Choose the correct choices.
1. What is the purpose of a report presentation?
a. To entertain the audience
b. To educate the audience
c. To sell products
d. To perform magic tricks
2. What do graphs and charts help us do in a report presentation?
a. Make the presentation longer
b. Make the data easier to understand
c. Confuse the audience
d. Hide information
3. Which type of chart shows trends over time or continuous data with connected data points?
a. Pie Chart
b. Line Graph
c. Area chart
d. Bar Chart
4. How do graphs help visualize data in a report?
a. By making the data disappear
b. By making the data more confusing
c. By making the data easier to understand
d. By turning the data into music
5. What is the purpose of using charts in a report presentation?
a. To make the audience fall asleep
b. To make the data more complicated
c. To make the data more visually appealing

d. To hide the data from the audience
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6. What do we review in a business meeting report?
a. Movie reviews
b. Sales performance
c. The weather forecast
d. Poetry readings
7. Why is it important to analyze data in a report presentation?
a. Because it’s fun
b. Because it’s a waste of time
c. Because it helps us make informed decisions
d. Because it’s a requirement
8. What do we discuss in a report presentation?
a. Our favorite movies
b. The latest fashion trends
c. The findings of the report
d. Our vacation plans
9. What is the purpose of a business meeting report?
a. To entertain the audience
b. To inform about company progress
c. To sell products
d. To recite poetry
10. How do we conclude a report presentation?
a. By asking the audience to leave
b. By summarizing the key findings
c. By performing a dance routine

d. By telling jokes
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12ag: Pre-test

Choose the correct choices.
1. What is the purpose of a report presentation?

a. To educate the audience

b. To entertain the audience

c. To perform magic tricks

d. To sell products
2. What do graphs and charts help us do in a report presentation?

a. Make the data easier to understand

b. Make the presentation longer

c. Hide information

d. Confuse the audience

3. Which type of chart shows trends over time or continuous data with connected data points?

a. Line Graph
b. Pie Chart
c. Bar Chart
d. Area chart
4. How do graphs help visualize data in a report?
a. By making the data more confusing
b. By making the data disappear
c. By turning the data into music
d. By making the data easier to understand
5. What is the purpose of using charts in a report presentation?

a. To make the data more complicated
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b. To make the audience fall asleep

c. To hide the data from the audience

d. To make the data more visually appealing
6. What do we review in a business meeting report?

a. Sales performance

b. Movie reviews

c. Poetry readings

d. The weather forecast

7. Why is it important to analyze data in a report presentation?

a. Because it’s a waste of time
b. Because it’s fun

. Because it’s a requirement

d. Because it helps us make informed decisions

8. What do we discuss in a report presentation?
a. The latest fashion trends
b. Our favorite movies
c. Our vacation plans
d. The findings of the report
9. What is the purpose of a business meeting report?
a. To inform about company progress
b. To entertain the audience
c. To recite poetry
d. To sell products
10. How do we conclude a report presentation?
a. By summarizing the key findings
b. By asking the audience to leave
c. By telling jokes

d. By performing a dance routine
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Exercise 1: Match the vocabulary with the right chart/graph

Bar Chart Line Graph Pie Chart

Scatter Plot Area Chart
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1) Pie chart
4) Scatter Plot

Favourite Colour

Children

fre Dlue Green weilow Pk

Produce sales

2) Area Chart 3) Bar Chart

5) Line Graph




Exercise 2: Categorize the following words according to their meanings.
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Higher Increase Lower Decrease

Fall Peak Trough Exceed

Rise

Fail
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Exercise: Listen to the dialogue below and answer the questions

Conversation 1: Reviewing Sales Performance

Sarah: Hey Mark, have you had a chance to look at the sales report for last quarter?

Mark: Yes, | just finished reviewing it. Our sales have increased by 10% compared to the previous
quarter.

Sarah: That's great news! Did you notice any particular trends or areas for improvement?

Mark: Well, it seems that our online sales have been performing exceptionally well, but there's
been a slight dip in retail store sales. | think we need to focus more on our online marketing
strategies.

Sarah: Agreed. Let's discuss this further in our team meeting later today.
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6) What is the percentage increase in sales mentioned by Mark compared to the previous

quarter?

7) Which sales channel has been performing exceptionally well according to Mark's

observation?

8) What area of sales has experienced a slight dip, as mentioned by Mark?

9) When do Sarah and Mark plan to discuss the sales performance further?

10) What strategy does Mark suggest focusing on to address the dip in retail store sales?

KEY: 1) 10% 2) Online sales  3) Retail store sales  4) In their team meeting later today

5) Focusing more on online marketing strategies
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Conversation 2: Analyzing Market Share

John: Lisa, have you seen the latest market share report?

Lisa: Yes, | took a quick look at it earlier. It seems that our market share has increased by 5%
compared to last year.

John: That's promising. Do you think our recent marketing campaigns contributed to this growth?
Lisa: Definitely. Our targeted advertising campaigns have helped us gain traction in key
demographics.

John: Excellent. Let's keep up the momentum and continue to innovate in our marketing efforts.

1. What percentage increase in market share is mentioned by Lisa compared to the previous

year?

2. What factor does John speculate may have contributed to the increase in market share?

3. What type of campaigns does Lisa attribute the growth in market share to?

4. How does John suggest they maintain the momentum gained in market share?

5. What action does John propose to continue innovation in marketing efforts?
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1) 5%

2) Recent marketing campaigns

3) Targeted advertising campaigns

4) By maintaining momentum and continuing to innovate in marketing efforts

5) By scheduling a meeting with the finance team to discuss potential cost-saving measures

1288 : Report

Pre-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To educate the audience
b. To entertain the audience
c. To perform magic tricks
d. To sell products
2. What do graphs and charts help us do in a report presentation?
a. Make the data easier to understand
b. Make the presentation longer
c. Hide information
d. Confuse the audience
3. Which type of chart shows trends over time or continuous data with connected data points?
a. Line Graph
b. Pie Chart
c. Bar Chart

d. Area chart



4. How do graphs help visualize data in a report?
a. By making the data more confusing
b. By making the data disappear
C. By turning the data into music
d. By making the data easier to understand
5. What is the purpose of using charts in a report presentation?
a. To make the data more complicated
b. To make the audience fall asleep
c. To hide the data from the audience
d. To make the data more visually appealing
6. What do we review in a business meeting report?
a. Sales performance
b. Movie reviews
c. Poetry readings
d. The weather forecast
7. Why is it important to analyze data in a report presentation?
a. Because it’s a waste of time
b. Because it’s fun
C. Because it’s a requirement
d. Because it helps us make informed decisions
8. What do we discuss in a report presentation?
a. The latest fashion trends
b. Our favorite movies
c. Our vacation plans

d. The findings of the report
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9. What is the purpose of a business meeting report?
a. To inform about company progress
b. To entertain the audience
c. To recite poetry

d. To sell products

10. How do we conclude a report presentation?
a. By summarizing the key findings
b. By asking the audience to leave
c. By telling jokes

d. By performing a dance routine
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5. \A3asdie Jan wazaunsal
5.1 luanug
6. YuMBUNITIINAINTIY

6.1 Write the business meeting report.

Example:

Title: Business Meeting Report: Sales Discussion
Introduction: In today's meeting, our team talked about sales. We wanted to see how we are doing
and make plans for the future.

Discussion Points:

1) Our Sales: We looked at how many things we sold. We did a little better than last year.

2) What People Want: We talked about what people like to buy. They want things that are good
for the Earth and things that are made just for them.

3) Things We Can Do Better: We thought about how we can sell more. We can make new things
that people want and tell them about our products online.

4) Making Plans: We made some plans to sell more. We will make ads that people like and talk
to our customers more.

5) What We Will Do: We wrote down things we need to do. Each person will do something to
help sell more.

Conclusion:

Today's meeting was good. We talked about how to sell more things and help our company grow.
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Title:

Introduction:

Discussion Points:

Conclusion:
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