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 The purposes of this research were to develop and test the efficiency of communicative 

business reading exercises for the third-year-vocational-certificate- students in Darunaratchaburi 

Commercial School , to compare student’s English reading ability before and after using the exercises, 

and to study students’ opinions about the reading exercises. 

 The sample consisted of the randomly selected class of 30 third-year-vocational-certificate 

students during the second semester, academic year 2008. The students studied eight reading exercises. 

The duration of the experiment covered 20 class sessions over a ten-week period. The instruments used 

for gathering data were : 1) The communicative business reading exercises 2) a reading proficiency test , 

used as a pretest and posttest and 3) a questionnaire on opinions about the English reading exercises. 

The data were analyzed by the statistical means of t-test, mean and standard deviation.  

 The results of the study were: 

 1. The average of the 8 English reading tests was 80.08 percent, whereas that of the posttest 

was 79.42 percent (higher than the 75/75 criterion). This means that the efficiency of the communicative 

business reading exercises was at the highest level. 

 2. The students’ English reading ability after using the communicative business reading 

exercises was significantly higher than the ability before using the communicative business reading 

exercises at the 0.05 level. 

 3. The students’ opinions about the communicative business reading exercises were highly 

positive. 
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Approach ) 
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( 2546 : 48 )   

  ( 2544 : 71 )   

 ( Robinson  1980 : 35 )  
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   ( Dubin   1982 : 15, 2546 :18 )

  ( 2530 : 9 )

  ( Decoder )   ( Encoder )

   ( Williams   1993 : 2 – 8, 2546 : 19 )
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  ( Silberstein  1994 : 12 )

  ( 2534 : 8 )

 2 
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1.2  ( Communicative  Reading   Teaching

Approach ) 

(  2543 : 49 – 57 )

  1.   

 1

  :  Francoise Grellet, Developing Reading Skills : A Practical Guide to Reading 

Comprehension Exercises (London: Cambridge University Press, 1981), 7.

     1. 

 2. 
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3.

4.

5.

6.

7.

 2.     (active   process )   

   2    ( comprehending )

   ( interpreting )

   2

( Widdowson 1978,  2543 : 50 ) 

 3.   

  ( Widdowson 1979 : 174,

 2543 : 50  )    “

”
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 4.   

( Johnson   and   Porter 1983,  2543 : 51 )

  ( scanning )

  ( skimming )

  ( critical   reading )

   ( information  gap )

 5.  

       5.1   ( information   gap ) 

        5.2      ( problem   solving ) 

        5.3     ( information   transfer ) 

 6.     ( authentic   material )

   present   continuous   tense

present   continuous   tense
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 7.   

 – 

   ( multiple   choice )    wh-questions

yes-no   questions

 8.   

  4

  ( 2535 : 178 )   

  ( 2537 : 107 – 111 )

 1.  

2.
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 3.   

   ( Information   gap )   

 4.   

   ( Information   

gap ) 

( Problem   solving )    ( Role   play )

 5.      ( Use )

  ( Usage )

  ( Fluency )

 ( Accuracy )

  ( Gordon  1985 : 73 – 74,  2546 : 21-22 )

 1.   

 2.   

 3.   

 4.   

 5.   

 6.   
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   ( Wallace  1992 : 54 )

- -

   ( Communicative   competence )   4

( Savignon  1983 : 36 – 38 )

1.    ( linguistic   or   

grammatical   competence  )

 2.      ( sociolinguistic   competence )

 3.      ( discourse   competence )
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 4.      ( strategic   competence )   

  “ ”

  “ ”

   4

1.3

   ( Johnson  1982 : 163 – 172 )

   5

1.    ( The   information   principle )  

 2.      ( The  information  gap   principle )

   ( information   gap )
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 3.      ( The   jigsaw   principle )   

 4.      ( The   task   dependency   principle )

 5.      ( The   correction  for   content   principle )  

  ( Rogers   1988 : 468 – 475,  2545: 20-21 )   

 1.     ( Pre-reading )
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 2.      ( During – reading )

  ( general    information )    ( specific   

detail )

  ( strip   

story )

 3.      ( Post – reading )

   ( task )   

  ( Davies   et  al. 1990 :  )

 1.      ( Pre-text   work )   

2.    ( Presentation )

 3.      ( Analysis  , Extraction , and 

Transference )

 4.      ( Checking   of   learning )

        4.1   

        4.2   

        4.3   
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  ( Davies   et  al. 1990 : 101 ) 

  ( Skimming )

  ( scanning )

   Yes/No

True/False   

  ( 2535 : 178 – 179 )

( 2533 : 121 – 154 )

 1.      ( Pre-reading   Activities )

 2.      ( While-reading    Activities )

 3.      ( Post-reading   Activities )

  ( 2533 )
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  2

  :  ,    That’s   Correct  3  ( :

 , 2533 ) , 154. 

 1.      ( Warm-up   activity )

( Background   knowledge )

 2.      ( Reading  activity )

   ( communicative   approach )

( Text )

( Reading  activity 

Language / Skill  Focus )

( Extension  activity )
( Warm-up  activity ) 
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 3.      ( Extension   activity )

   ( Harmer   1986 : 151 – 153 )    5

1.

2.

 3.   

 4.   

 5.   

   ( Silberstein 1994 : 11 )

   ( Communicative   task )



  27

  ( Richards , Platt  and  Weber   1986 , quoted   in  

Nunan  1995 : 6 )

  ( Nunan  1995 : 10 )

   ( Skehan   1996 : 38 – 62 )

  ( Task   outcome ) 

  (2543 : 52 – 57 )

 1.   

  Mr.Smith’s  

House

       1.1 The  number , location   and  size   of  rooms  in  Mr.Smith’s   house 

         1.2 The members   of  Mr.Smith’s   family 

 2.   

  Scanning
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  Mr.Smith’s   House   

 1   Scanning

 3.     ( Context )

   ( Infer )

 4.   

   Main   Idea    Supporting   Details

5.

( Transfer  of  information )  

       5.1   

       5.2  

       5.3 

       5.4     Jigsaw  Reading

  Mrs.Starling
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  ( Johnson  1982 )

( Rogers   1988 )   ( Davies   et  al. 1990 )    ( Harmer  1986 ) 

  (2533 )   (2543 ) 

   3     1 ) 

   2 )   

  3 )   

1.4

 (2543 : 306-308 ) 

  ( Use )

  ( Caroll ,1980 )    ( Integrative   

Tests )   

 (Communicative Test) 
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  ( Communicative   Competence )

 1.   

   English   for   a   Changing  World

 2.   

  ( Munby  1978 ) 

        2.1   

        2.2   

        2.3   

        2.4   

        2.5   

        2.6   

       2.7

        2.8  

3.

        3.1   Cloze     cloze

  cloze    ( blank – filling   

test )

Part  A   cloze

Part  B   cloze
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  Part A + B

        3.2     ( Short   Answer )  

        Part  C  

        Part  D     Skylon

        3.3   

       Part  E   

 4.     ( Table   of  Specifications ) 

 1 

( Format ) ( Functional  Objectives ) 

A  Cloze 16 

B Cloze 12
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( Format ) ( Functional  Objectives ) 

C  5 

D  5 

E  5 

   (Madsen   1983 : 77 – 79 )

 1.      ( Reading   Subskills )

 2.      ( Sentence   Comprehension )

        2.1   

        2.2   

        2.3   

 3.      ( Passage   Comprehension )  

4.    ( Multiple – choice  Cloze )

 ( Standard   Cloze )   

  ( Productive   Skill )

 1 ( )
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   ( Receptive   Skill ) 

( Valette  &  Disick ,   2539 : 150 )

  We were   swimming  when   we  heard   the telephone   ring  

   3  

  ( 2530 : 39 – 142 )

 1.   

2.

 3.   

 4.   

 5.   
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 6.   

 7.  

2.

    2.1 

    ( Hutchinson   and  Waters  1989 : 1 – 6 )

 2 . .1945
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 1970

  ( Widdowson  1981 : 

20 )

      ( Hutchinson   and   Waters   1989 : 8 ) 

   3

1.

2.

 3.    

   3   

   ( Robinson  1991 : 1 )

   3   

  ( Strevens   1980 : 108 – 109 )

 1. 

 2. 
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 3.     

 4.   

  ( Robinson   1991 : 2 )

  1

  2

  3

  4   

  ( Brieger   1995 : 54 )

 1.   

 2.   

 3.  

   ( Finocchiaro   and  Brumfit   1983 : 88 – 89 )

   2

   ( Communicative   needs )



  37

   ( Strevens   1980 : 12 )   

 1.   

 2.   

 3.   

4.

  ( Strevens  1987 : 87 )

( specific   job )     ( specific   subject )

  ( specific   purposes ) 

   ( Hutchinson   and   Waters   1989 : 13 – 19 )

( Product )

   ( Approach )   

   3

 1.   

 2.   

 3.   
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  ( Robinson   1980 : 13  )

 (Hutchinson and Waters 1989)

(Widdowson 1981)   (Strevens 1980)  (Robinson 1991)  (Brieger 

1995)  (Finocchiaro and Brumfit 1983)
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2.2

 (Hutchinson and Waters 1989 : 16-19) 

  3

 : Thomas Hutchinson and Alan Waters, English for Specific Purposes (Oxford : Oxford 

University Press, 1989),17. 
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   3

 1.    ( English   for   

Science   and   Technology  :  EST )

      1.1      ( English   for   Academic   

Purposes  :  EAP  )     ( English   for   Medical   Studies )   

      1.2      ( English   for   Occupational   

Purposes  :  EOP )   ( English  for   Technicians ) 

 2.    ( English  for  Business   

and   Economics  :  EBE )    2

    2.1      ( EAP )   

   ( English   for   Economics )

     2.2      ( EOP )  

  ( English  for  Secretaries )   

 3.   ( English  for  Social  Science  :  

ESS )    2

     3.1      ( EAP )

   ( English   for   Psychology )

    3.2     ( EOP )  

  ( English   for   Teaching )

   ( Robinson   1991 : 3 – 4 )    2   

1.

       ( English   for   Occupational   Purposes : EOP )     

2.

       ( English   for   Educational / Academic   Purposes  :  EEP / EAP )
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 4

   :   Pauline  C. Robinson , ESP  Today  :  A  Practitioner’s  Guide  ( London  : 

Prentice   Hall   International  Ltd.,1991 ) , 3. 

 (Hutchinson and Waters 1989)  (Robinson 1991) 

 2 

( EOP )

( EEP/EAP )

( ESP )

  ( Pre - experience )

  ( Simultaneous / In-service )

  ( Post - experience )

( For  study  in  a

specific  discipline )

( As  a  school  subject )

 ( Pre-study )

  (Post-study )

  ( Independent )

  ( Integrated )
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2.3

  ( Hutchinson  and   Waters   1989 : 21 – 23 )

 5

( Factors   Affecting   ESP   Course   Design   Process ) 

   :   Thomas   Hutchinson   and   Alan   Waters , English   for   Specific   Purposes

( Oxford : Oxford   University   Press , 1989 ) , 22. 



  43

   ( Hutchinson   and   Waters   1989 : 21 – 23  )

 1.    

 2.   

 3.   

 4.   

 5.   

6.

 5

 1.     ( language   descriptions )   

 2.     ( learning   theories )   

 3.      ( needs   analysis )  

2

       3.1      ( Target   Needs )   

   ( Target   situation )   
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  3.1.1    ( Necessities )

  3.1.2    ( Lacks )

  3.1.3    ( Wants )

        3.2   

                 3.2.1 

                   3.2.2 

                   3.3.3 

 3.3.4 

   ( Strevens   1980 : 108 – 121 )

   5

 1.  

 2.   

 3.   

 4.   

 5.   

   ( Robinson  1991 : 8 – 10 )



  45

 1.    ( Target   situation   analysis  :  TSA )

   2

     1.1   

     1.2   

 2.    ( Present   situation   analysis  :  PSA )

 3.    ( The   language   audit / analysis )

  ( Robinson  1991 : 41 )

  ( Graves  1996 : 12 – 37 )

 1 :    ( Needs   assessment )   

   2   

    1.1      ( Objective   needs )

  1 )   

 2 )

   3 )   

    1.2      ( Subjective   needs )

  1 )

2 )   3 )   

 4 )

 2 :    ( Goals )     ( Objectives )   



  46

 3 :  ( Conceptualizing   

content )

  4   :

 5 :

 6  :

  7   :    ( Consideration   of   

resources   and   constraints )

13

 (Hutchinson and Waters 1989)  (Streven 1980 )  (Robinson 

1991)

2.4

     ( Sinha  and  Sadorra    1991 : 47 – 50,

 2537 :45)

1.

2.

 3.   



  47

 4.   

 5.      ( input )

 6 

  6

 :  , “

”

(

, 2543), 46. 

 ( Sinha  

and  Sadorra  1991)  (input) 
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2.5

 (2542:9) 

1.

 ( simplified )  

2.

3.

4.   ( redundancy )   

5.

6.

  ( Robinson  1980 : 35 )
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2.6

  30 – 40

 7   ( Strevens   1977 )

   3

  ( pre-experience )

(simultaneous )   ( post – experience )   

  ( Pickett  1988 )   ( Johnson  1993 )

  ( Eillis  &  Johnson 1994 )    ( Brieger  1997 )

  ( Pickett  1988 : 90 )

  ( Brieger  1997 : 12 )

  ( pre – service )

  ( in-service ) 
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 7

   :  Strevens , P. “Special – Purpose  Language   Learning  :  A  Perspective,” 

Language  Teaching   and  Linguistics  10,3  ( 1977 ) : 155-156. 

Special-Purpose Language 

Teaching (SP-LT)

(Educational)

(Occupational)

(Post-study)

(In-study)

(Pre-study)

(Post-experience)

(Simultaneous)

(Pre-experience) 
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  ( EAP )

( Jordan   1989 )     ( ESP )  

 8

   :   Jordan , Robert R. “English  For  Academic   Purposes,” 

Language   Teaching  22,3 (1989) :150. 

 8    ( Jordan  1989 )

  ( EOP )   ( ESP )  

  ( EAP )

  ( EST )    ( Jordan  1989 )

  ( EAP )     2  

  ( general   academic  English )

  ( specific   academic   English )

 (EAP)

 (EST)

(EOP)

(ESP)
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 9

   :   Jordan , Robert R.  “English  For   Academic   Purpose.”

Language   Teaching  22,3 (1989) :150. 

  ( Strevens 1977 )

( Jordan  1989 )    ( EBP )    2  

  ( EGBP )   ( ESBP )  

   10

   :   Nelson , M.   A  Corpus- Based  Study   of  Business  English   Teaching Materials

[Online]. Accessed 23 April 2007. Available from http://users.utu.fi/micnel/thesis.html. 

(EGBP) (ESBP)

 (EBP)

 (EGAP)  (ESAP)  

 (EAP)
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-   ( Dudley – Evans  &  St John )   “

”  ( 1996 : 1 )

  ( Johnson   1993 : 201 )  – 

 ( Dudley – Evans  &  St John )   “

”   “

”

( Ellis  and  Johnson 1994 : 7)    3  

 1.     ( Pre-experienced  learners )

 2.     ( Low – experienced   learners )   

 3.       ( Job – experienced  learners )

  ( Nelson 2000 : 13 )
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 11

       

   :   Nelson , M.   A  Corpus- Based  Study   of  Business  English   Teaching Materials

[Online]. Accessed 23 April 2007. Available from http://users.utu.fi/micnel/thesis.html. 

 11

  “ ”

 (EAP) (ESP)

(Business English) 

(EGBP) (ESBP)

(Low-experience)(Pre-experience) (Job-experience)



  55

 7-11 

 3 

 1)    2) 

 3) 

 2  1) 

  2)  
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3.  2545 

    3.1 

 (2546 : 1-13) 

 2545 

   2545

  ( Standard – Based   

Curriculum )

. . 2542 

  ( Competency – Based )

   ( Performance – Based   and  Outcomes )

.1 - .3

   3.2 

         3.2.1

   2545

3.2.2



  57

 1.   

 2.    –  –  – 

3.

 4.   

 5.   

 6.   

7.

 3. 2.3  

  1     ( Communication )
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   2   ( Cultures )

  3   ( Connections )   

   4 ( Communities )   

   8

  1

.1.1

.1.2

.1.3

  2

.2.1

.2.2

 3

.3.1

   4

.4.1
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.4.2

.1 – .3

.1 – .3

   4     8   

 2 .1- .3

.1 – .3

 1   :

.1.1 1.

2.

3.

4.
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 2 ( )

.1 – .3

.1.2 1.

2.

3.

.1.3 1.

2.
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 2 ( )

.1 – .3

 2  :

.2.1

1.

2.

.2.2  : 1.

2.

3.

  3  :  

.3.1 1.

 / 

2.

3.

 / 

4.
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 2 ( )

.1 – .3

 4   :  

.4.1 1.

.4.2 1.

 / 

2.

3.2.4

2000 – 1224 ( Business   English ) 

   2  /    1

1.

 2.   

 3.   

 4. 

 5.  
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1.

 2.   

 3.    / 

 4.   

 5.   

 1 :

.1.1

3.  / 

.1.2

1.

2.

3.

.1.3
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2.

  3 :

.3.1

1.  / 

3.

 4 :

.4.2

1.

 / 

1.  /  Organization   Chart 

2.        ( Socializing) 

3. Introduction   greeting; giving  personal  information 

4. Telephone   conversation 

5. Telephone   message 

6. Office   routine 

7. Meeting, minutes  and  agenda

8. Making   appointment

9. Making orders 

10. Letter of enquiry 

11. Invitation letters 

12. Job applications 

13. Interviews 

14.
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15.

16.

17.

18.

 / 

–

3.3

  2545 

1.  / 

 2.    /  /

 3.   

 4.   

 5.   

 6.   
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 12

 : , ,  2545.

([Online]. Accessed 21 September 2006. Available from www.nsdv.go.th ) 

1. /

2.

/

/

3.

(Course structure) 

4.

(Course Description) 

5.

(Learning Unit) 

(Standard)

(Benchmark) 

6.

(Learning Unit) 

/ /

/
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3.4

 (Feedback)  

 (Process)

  (Product) 



  68

 2545

  (Student Performance) 

 (Authentic assessment)

 ( )



  69

  Heartland AEA 

 13

 : , ,

 (  : , 2544) , 151. 
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3.4.1

(Competency Standards) 

 (Core Competence)  (Unit of Competencies) 

 (Performance Indicators) 

 3  (Competence Standards) 

(Core Competence) (Unit of Competencies) (Performance Indicators) 

1.

2.

1.

2.

3.

4.

5.

6.

7.

8.

1.

2.

3.
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(Core Competence) (Unit of Competencies) (Performance Indicators) 

3. 1.

slogan

1. 1 .

1.

2.

1.

1.

1 .

2.

1.

1.

2.

3.

1 . 1.

2.

 3 ( )
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 2000-1224 

      30 

1.

2.

3.

4.

5.

6.

      50 

1.

2.

3.

4.

5.

 20

1.

2.

3.

4.
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 2000-1224 

1.  3 

100

                  1.1  50  50% 

     1.2  20 

20%

                  1.3  30  30% 

2.

      2.1  70% 

                  2.2  80% 

                  2.3  55  55 % 

3.

3.1  7 

     3.2  1 

     3.3  3  1 

4.

 85-100  =  4     

      80-84   =  3.5   

      75-79   =  3       

 70-74   =  2.5   

      65-69   =  2      

      60-64   =  1.5 

      55-59   =  1 

 0 -54    =  0  



  74

4.    ( Instructional   Design ) 

    4.1 

  ( Instructional   Design )   

 2

   ( Seels   and   

Glasgow   1990 : 3 ) 

  ( Ritchey  1986    Seels   and   Glasgow   1990 : 4 )

   ( Gunter   1990 : 80 )

 (Webster 1981 : 64) 

 (The American Heritage Dictionary 1992 : 641) 
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4.2

   ( Seels   and  Glasgow  1990 : 4 )

 1.   

 2.   

 3.   

4.

  ( Seels   and  

Glasgow  1990 : 3 )

  14

 :  Seels  and   Glasgow , Exercise   in   Instructional   Design

( U.S.A. : Merrill   Publishing   Company , 1990 ) , 30. 

   1   

   2    1

  3   

  4
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   5   

  15

   :   Seels   and   Glasgow , Exercise   in   Instruction Design  ( U.S.A. : Merrill   Publishing 

Company , 1990), 31  . 

 1.   

 2.   

 3.   

 4.   

 5.   

 6.   
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 7.   

 8.   

 9.   

 10. 

   ( Richards   and   Rodgers  1991 : 20 )

1.

 2.   

 3.   

 4.   

 5.   

6.

  ( Bock   1993 : 3 )

 1.   

2.

 3.   

4.

  ( 2538 : 49 )

 1.   

 2.   

 3.   
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 4.   

  ( Unit )

        4.1   

        4.2   

         4.3   

         4.4   

        4.5

         4.6   

         4.7     (  ) 

         4.8   

    (Seels and Glasgow 1990)

  (Richards and Rodgers 1991)  (Bock 1993)  (2538) 

4.3

  ( 2539 : 99 )

1.   ( Real   language )    ( Widdowson  

1978 : 16,  2539 : 99 )
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 2.      ( Sequencing )

   ( Oller  1977 : 100, 

 2539 : 99  )

         2.1   

        2.2

         2.3   

         2.4   

 3.     ( Continuity )

( Mackey  1965 : 207,  2539 : 99  )

  ( Dobson  1979 : 4 ,  2539 : 99  )

 4.      ( Activity )

        4.1     ( Variety )

       4.2   ( Use )   (Usage ) 

        4.3      ( Choice )

 5.      ( Instruction )

 6.      ( Integrated   skills )

   ( Study   skills )    “ ”
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 7.        ( Learner’s  performance )   

 8.      ( Target   level )   

 9.      ( Content   appropriateness )   

10.    ( Language   appropriateness )   

   3

 11. 

4.4

 (Penaflorida 1995:108-112) 

 (Nunan 1988b:1) 

 1 : 

1.

 (Syllabus) 
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2.

3.

 2 : 

 (Nunan 1988b :1) 

Text Authenticity 

Task Authenticity 

 3 : 

 4 : 

 Language in Focus 

 5 : 

 6 : 

 (Hutchinson and Waters 1989 : 107-108) 
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 “ ”

1.

       1.1 

       1.2 

       1.3 

       1.4 

2.

3.

4.
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5.

6.

 (Penaflorida 1995: 115-116) 

 2 

1.  (Hutchinson and Waters 1989 : 108-

119)  2 

(input)  (Content Focus)  (Language Focus)  (Task) 

  16

 : Andrea H. Penaflorida, “The Process of Matrials Production for ESP: Medicine” in 

Expanding Horizons in English Language Teaching Selected Papers Presented at CULI’s 

Third International Conference, ed. Chulalongkorn University Language Institute

(Bangkok :Chulalongkorn University Language Institute, 1995), 115. 

Content

Task

Language

Input
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 17

 : Andrea H. Penaflorida, “The Process of Matrials Production for ESP: Medicine” in 

Expanding Horizons in English Language Teaching Selected Papers Presented at CULI’s 

Third International Conference, ed. Chulalongkorn University Language Institute

(Bangkok :Chulalongkorn University Language Institute, 1995), 116. 

Starter

Input

Content Language

Task



  85

2.  (Maher 1988) 

 18

 : Andrea H. Penaflorida, “The Process of Matrials Production for ESP: Medicine,” 

in Expanding Horizons in English Language Teaching Selected Papers Presented at 

CULI’s Third International Conference, ed. Chulalongkorn University Language Institute

(Bangkok :Chulalongkorn University Language Institute, 1995), 116. 

Connect

 Open       

Input

Activate  input 

Connect

   Open

   Input

Activate

Conclude/Summarize

Feedback
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Conclude/Summarize

Feedback

 (Penaflorida 1995 : 116) 

 (Hutchinson and Waters 1989) 

 (Maher 1988) 

  19

 : Andrea H. Penaflorida, “The Process of Matrials Production for ESP: Medicine,” 

in Expanding Horizons in English Language Teaching Selected Papers Presented at 

CULI’s Third International Conference, ed. Chulalongkorn University Language Institute

(Bangkok :Chulalongkorn University Language Institute, 1995), 116. 

Input

Comprehension Check

Vocabulary

Language Practice

   Tasks

 Opener
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 19 

(Input) (content) (Language)

(Task)  Opener 

 (Starter) 

 Connect 

 Opener 

Comprehension check, vocabulary, language practice  tasks  activate 

 Content 

 (Brieger 1995: 58-61) 

 6 

1. Input Text : Focus on Content 

 (Presentation) 

 (Presentation Skills) 

(Meeting)  (Meetings skills) 

 (Information Transfer)  (Note-taking) 

 (Comprehension Questions) 

 2. Focus on Language 

 3. Language Practice 

 2 
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4. Focus on Communication 

 (Presentation structure)  (Presentation delivery) 

 (Controlling meetings)  (Letter organization)

5. Communication 

 (Mini-presentations) 

(Meeting excerpts)  (Controlled letter-writing)

 6. Output Task : Putting It Together 

 1 

 (Phillips and Phillips 1994: 4-5) 

 Business Opportunities 

1.  (Presentation) 

 2 

1.1

1.2

2.  (Language Work) 

 3.  (Skills Work) 
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/

 4.  (Pronunciation and Vocabulary)

 (Lannon, Tullis and Trappe 1993: 6-7) 

 Insights into Business 

 1.  (Lead-in)

 2.  (Reading)

 3.  (Vocabulary)

 2-3  1-2 

 4.  (Discussion)

 5.  (Language Focus) 
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 6.  (Skills Focus) 

 4 

  6.1  (Reading)

     

     6.2  (Writing)

    6.3  (listening) 

    

    6.4  (Speaking) 

 (Cotton and Robbins 1993: 4-5) 

 Business Class 

1.  (Introduction)

2.  (Texts) 

 2 

 (scanning) 

(skimming)
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3.  (Vocabulary) 

4.  (Language Practice) 

5.  (Listening) 

6.  (Case Studies) 

7.  (Writing) 

 (2529: 6-7) 

 Communicative Business English Reading 

 1-6 

 1 

1.
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2.

3.

4.

5.

 2 

 3 

1.

2.

 4 

 2 

 7- 12

 1

 1. 

 2. 

 (affix) 

 (affix) 

/
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 2 

 3 

 4 

1.

 2. 

 5 

 4 
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4.5

  ( Nunan  1995 : 131 – 132 )

 1.   

 2.   

 3.   

 4.   

 5.      ( Real –

world   task ) 

 6.   

 7.   

 8.   

 9.      4

 10.   ( microskills ) 

 11. 

 (Ellis and Johnson 1994 :128-129 ) 

1.

1.1

       1.2 

       1.3 

       1.4 

       1.5 

       1.6 

       1.7 

2.
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3.

4.

5.

6.

 (Robinson 1991 : 61)  6 

1.  (Purpose) 

2.  (Type)  
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3.  (Content) 

4.  (Interest) 

5.  (Authenticity) 

6.  (Difficulty) 

 (Griffiths 1995: 50-51) 

1.

2.

3.

4.

5.

6.

7.

8.

9.

 (Ur 1996:184-187) 

1.

2.

3.

4.
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5.

6.

7.

8.

9.

10.  4 

11.

12.

13.
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5.

     5.1 

   (2526) 

 1)  

  2)   

  3)   

 3.1)

 3.2) 

 (2544)

 257 

 (Wall 2005) 

 30 



  99

 (Communicative Learning Style) 

(Concrete Learning Style) 

-  (Al-Khatib 2005) 

 30 

90 %  60% 

 (Jiajing 2007) 

 4
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   (2542)    1)   

   2)   

   1)  

  0.01 2)

 0.01  3)

  0.01   4)   

  0.01 

 (2542)

1)

 0.01 

2)

.01

3)

.01

4)

.01

5  (2543) 

 2  40  80 
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 Authorware

 85.03/79.00

   

    (2546)

  2   ( .2)

  2    ( .2)   4  

  2     2546   38

  2  ( .2)   238

1)   74.00/76.32

  75/75   2)

  0.05  3) 

   (2543) 

  3   

  3

  1    1   2543   35

  12

   12   2   24   1)  

  80.2 /84.76

  2)   
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  0.05  3)

 (2545) 

 2 

  2544

 30 

 5 

 PRIME Model  5 

 (P)  (R)  (I) 

 (M)  (E) 

 (2533) 

 1 

 2532  1 

 96.31/82.80 

 80/80 

 .05 

 (Nelson 2000)  1) 

   2)  

 33  600,000 

 1,000,000 
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 WordSmith Tools 3 

(Rodriguez  2006)

 (INCO 3006)

 1   33  3006

(INCO 3006)

 3101-3104 

 (CEEB)   4  5

 (E3006)  (ES3006) 

 Wordsmith Tools 4.0  3

 Wordsmith Tools 4.0 

 ( PCL) 

  (Brown 1982) 

 (Learning Activity Packets)  (Audiovisual 

Materials)  (Field Trips) 
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 (Bland 1997)  Make Your 

Fortune

 2 

 Make Your Future 

 (Wang 2004)  e-mail 

Shandon  Vaasa  e-mail 
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5.3

   (2537) 

  071   

1

 1)   

  4  

  2)   

  071   1

 (2540)  -

-

 1) -

 2.5  2) 

-  66.83

 (2540)  

 3 

3  21 

(  013)  2540 

 3 
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 (2543) 

 1) 

 2) 

 0.05 

 (2531) 

 4 

 4 

 (2546) 

 3 

 20  2 (1551606)  1 

2546  1) 

 50 2) 
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 (Kavalaiauskiene 2005) 

 250 

  (Ellis 1989) 

 ( input )

 (Kanaoka 2005)

 (CPBI)

 3 

1)   2)

 3)  206 

 15-16 
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 (CPBI)

 3  20 

 2 

 (Adamson 2006) 

 4 

 (Chen 2005) 

(Collaborative task-based syllabus) 

 4  1)  2)  3 )

  4) 
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   3 

   “

   3 ”

    (Experimental Research)   

   3

  3 

   (2000-1224)    2

  2551  7   231

  3 

   (2000-1224)    2    2551  

 1 

  30 

 3   1)  

  9      2) 

  3   1  7 

 30   3 )   10

109
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 1.   

 2.      1)

 2)

 1.   

  3   1)

  9    2)  3

1  7  30   3 )    10

 2.     (2000-1224)

3.

 (2000-1224)

 40  60 

4.

 3 

  5  
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1.  2545 ( . . 2546)

 1 . 1.1  3 .1.2  1, 2, 

3 .1.3  2  3 .1.3  1, 3  4 .4.2  1  

 1, 2, 4

 1, 2, 3 ( )

 3 

      1.1 

 (Context 

Clues)

       1.2 

       1.3 

/

       1.4 

       1.5 

       1.6 

      1.7 

       1.8 

2.

  ( Hutchinson  and  Waters  1989 ) ,   ( Strevens 

1980 ) ,   ( Robinson  1991)  (Graves 1996)  
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  (2000-1224)  

  2545 ( . . 2546)

3

  2545 ( . . 2546)

 , 
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 4 

- Organization   Chart

- Socializing

- Introduction

   greeting ; giving

   personal

   information 

- Telephone

   conversation 

- Telephone   message 

- Meeting , minutes

   and  agenda

- Making

   appointment

- Making  orders 

- Letter   of  enquiry 

- Invitation   letters 

- Job  applications 

- Interviews 

- Graphs and charts 

- Welcoming a guest 

- Telephone language 

- Telephone

   communication 

- Telephone Message 

- Making appointment 

- Order letters 

- Inquiry letters 

- Invitation letters 

- Advertisements 

- Job advertisements 

- Resume 

- Application letters 

- Application forms 

- Job interview 

- Servicing 

- Making appointment 

- Order letters 

- Order on the phone 

- Inquiry letters 

- Inquiry on the phone 

- Sales advertisement 

- Sales letters 

- Want Ads 

- Resume 

- Application letters 

- Application form 

- Interview 

- Greeting &

   introducing 

- Telephone messages 

- Agenda 

- Minutes 

- Making an

   appointment 

- Order letters 

- Inquiry letters 

- Invitation letters 

- Sales letters 

- Application forms 

- Resume 

-Application letters 

- Interview 
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 3 

                          1.   ( Advertisements) 

      2.   (Invitation  Letters)  ( Invitation  Fax) 

      3.  (Sales Letters) 

      4.   ( Enquiry  Letters) 

( Reply  Letters) 

      5.  ( Order  letters) 

(Acknowledgement  of  Order  Letters) 

      6.  (Job  Advertisements) 

      7.  (Application  Letters) 

      8.  ( Resume) 

 (Application  Form)

      9.  (Appointment  Fax) 

      10.  (Charts ,Graphs, Tables) 

      11.  ( Telephone  Messages) 

      12.   (Announcements) 

      13.  ( Memorandums) 

      14.  ( Agenda) 

      15.  (Business  Articles) 

3.

 (Seels and Glasgow 1990) 

       3.1 

       3.2 

       3.3 

       3.4 
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 3.5 

        3.6

        3.7 

        3.8 

        3.9  

        3.10 

 (Seels and Glasgow 1990) 

  (2538)

4.

(Davies et at. 1990 ) ,  ( Johnson 1982) ,  (Rogers 1988) ,  (Harmer 

1986),  ( Savignon 1983),  ( Sillberstein  1994 ),  (2533), 

 ( 2536)  ( 2543)

  20

      4.1 

      4.2 

      4.3  ( )

      4.4 

      4.5 

      4.6 

      4.7 

      4.8 

      4.9 

      4.10 

      4.11 

      4.12 
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      4.13  ( )

      4.14 

      4.15 

      4.16 

      4.17 

      4.18 

      4.19 

      4.20 

5.     2

( )

 3 

 6.    

  3   1)  

  9    2) 

 3  7   30

  3 )    10

 ( X )  ( X )

 ( X )  3  3 

  8   8 

 5 
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 5 

X

1

X

2

X

3

X

1.   ( Advertisements ) 3.67 3.57 3.70 3.64 9 

2.   ( Invitation  Letters )

  ( Invitation  Fax )

3.33 3.50 3.10 3.31 15 

3.   ( Sales  Letters ) 3.78 3.63 3.60 3.67 7 

4.   ( Enquiry  Letters )

       ( Reply  Letters )

3.56 3.97 3.40 3.64 10 

5.   ( Order  Letters ) 

     (Acknowledgement  of  Order  Letters ) 

3.67 3.60 3.90 3.72 5 

6.

      ( Job  Advertisements )

4.44 4.20 3.30 3.98 1 

7.

      (Application  Letters)

4.11 4.03 3.30 3.81 3 

8.

      (Résumé ) 

      (Application Form)

4.33 4.27 3.20 3.93 2 

9.

       ( Appointment  Fax ) 

3.67 4.00 3.20 3.62 11 

10.

       ( Charts,  Graphs  and  tables ) 

3.78 3.57 2.70 3.35 14 

11.

       ( Telephone  Messages ) 

3.89 4.10 3.30 3.76 4 

12.   ( Announcements ) 3.78 4.03 3.20 3.67 8 

13.  ( Memorandums ) 3.44 3.83 3.00 3.43 13 

14.   ( Agenda ) 3.44 3.67 3.60 3.57 12 

15. (Business Articles) 3.67 3.90 3.60 3.72 5 
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7.

 8 

8.

 4  6 

 7 

9.

 4 

 3  3 

 1  (IOC) (  2535 : 

456)

   IOC =  
N

R

 IOC 

                           R

                           N

 -1, 0, 1 

       -1     .3

         0 .3

         1     .3

 10.    

 0.5 

 0.5 

 6 
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11.

   3

        1 

                 1.1   (Let’s Warm Up!) 

    1.1.1 

   1.1.2 

  1.1.3 

  1.1.4 

  1.1.5 

                 1.2  (Let’s Study!) 

    1.2.1 

    1.2.2 

    1.2.3 

2

 (Let’s Practice!) 

 2.1  (Skimming) 

                 2.2 

     2.2.1 

     2.2.2 

     2.2.3 

                  2.3 

                        2.3.1 

     2.3.2 
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          2.4  (Scanning) 

 2.4.1 

      2.4.2 

      2.4.3 

                         2.4.4 

      2.4.5 

3

 (Let’s 

Go!)

 3.1 

 3.2 

                  3.3 

                  3.4 

                  3.5 

                  3.6 

  12.    

 (IOC)  1.00 ( )

13.

 75/75  75 

 8  75  75 

 75 
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13.1  4 

 3 

 4  (2000-1224) 

 4 

 (Pre-test)  4 

 8 

 (Post-test)

 13.2  12 

 3 

 12  (2000-1224) 

 (Pre-test)

 8 

 (Post-test)

14.

 30 

        1.  2545 ( . .2546)

       2.    

       3.    
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4.

  4    40   40  

 60 

 1.    

 (2539 : 132-182)   Techniques in Testing  

(Madsen 1981 : 77-79)

 2.    (Table of  test specification)

 8 

 2545 ( . . 2546) 

 (Content  

validity)

 7 
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 7 (Table of Test Specification) 

Reading Objectives Mode Text Type Cog. 

Lev.

Item Type Total 

No. of 

Items

Scoring

Reference

- To be able to refer to 

the information in the 

résumé & the application 

form  and in the telephone 

message

R - Résumé, Application 

Form & Application 

Letter 

- Telephone Message 

T - Filling in he blanks 

(M/C) : Application 

letter

- Short answer (M/C) 

: Telephone Message 

12 1-0

Main Idea

To be able to identify the 

main idea of the business 

article 

R - Business Article T - Graph/ Chart (M/C) 6 1-0

Detail

To be able to identify the 

details of  application form 

& résumé, order letter  

and office announcement 

R - Application form & 

Résumé

- Order Letter 

- Office announcement 

T - Filling in the blanks 

(M/C)

- Short answers(M/C)

18 1-0

Inference

- To be able to make a 

decision which job is 

suitable for whom 

- To be able to identify 

rational and emotional 

appeal in sales letter 

R - Job Ads. 

- Sales Letter

T - Short

answer s(M/C) 

- Identify rational or 

emotional appeals 

(M/C)

12 1-0

Word meaning 

identification

To be able to infer the 

meaning of words from 

context clues  

R - All text types T - Short answers(M/C) 12 1-0

Notes : The skill levels are divided according to Valette (1977) : Mechanical level = M,  

Comprehension level = Cp, Transfer level = T, Communication level = Ct, Evaluation level = E, 

Mode R = Reading 
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3.

  4   60

90

 4.   

 (Content  validity)  

 3 

 (IOC) 

(  2535: 456) ( )

 5.   

3   30

 6.    (r)

  0.20  (p)   0.20 - 0.80

(  2543 : 128 – 133) 

7.

 6

  2

  30  40 

 (Pretest)   (Posttest)  

 0.25-0.75 

 0.25-1.00 

8.

  KR  20  (Kuder – Richardson)

(  2543 : 124 – 125)  0.88 

 9.   

10.  4  12

 7  8  4  12 
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 8  8 

 4 

1 2 3 4 5 6 7 8 

10 10 10 10 10 10 10 10 

1

2

3

4

7

7

7

7

7

8

7

7

8

9

8

7

8

9

8

8

8

7

8

7

9

8

8

8

7

7

7

7

8

8

8

7

62

63

61

58

77.5

78.75

76.25

72.5

32

31

30

28

80

77.5

75

70

         244 

(320)

76.25 121 

(160)

75.63

 8  4 

 62,63,61  58  80 

77.5,78.75,76.25  72.5  32,31,30  28  40 

 80, 77.5, 75  70 

 76.25/75.63
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 9  8 

 12 

1 2 3 4 5 6 7 8 

10 10 10 10 10 10 10 10 

1

2

3

4

5

6

7

8

9

10

11

12

7

7

7

7

7

7

7

8

7

8

7

7

7

8

8

7

7

8

8

8

7

7

8

8

9

8

9

8

7

9

8

9

8

9

7

9

9

9

9

8

9

8

9

9

8

8

9

9

8

7

7

8

8

8

7

7

8

8

8

7

8

8

8

7

7

7

8

7

8

8

7

7

7

7

8

7

7

7

7

8

7

7

7

7

9

9

8

7

9

8

9

8

9

8

9

8

64

63

64

59

61

62

63

64

62

63

62

62

80

78.75

80

73.75

76.25

77.5

78.75

80

77.5

78.75

77.5

77.5

31

30

31

30

30

31

32

33

33

32

30

29

77.5

75

77.5

75

75

77.5

80

82.5

82.5

80

75

72.5

         749 

(960)

78.02 372 

(480)

77.50

 9  12 

 749  960  78.02 

 372  480 

 77.50  78.02/77.50 

 4 

Glossary  2-3 

Pronunciation Picture Dictionary Glossary 
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 12 

(rating  scale)  (Likert,  quoted  in  Best  1982 : 182)

 1.   

 (2543 : 107-108 )  (Best 1986 : 181-182) 

 2.   

  5 – 1   5

  5 

  4 

  3 

  2 

  1 

 ( / )

  1

 3.   

 (IOC) (  2535: 456)

 4.   

  3    

 4 
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 12  8 

 ‘

’  ‘ ’

 ‘ ’

‘ ’

 ‘

’  ‘

’  4  12 

 3  ( )

1.

                                1.1 

            1.2 

            1.3 

           1.4 

        2  

            2.1 

            2.2 

             2.3 

             2.4 

       3

             3.1 

             3.2 

             3.3 

5.  12 

(  Coefficient)

 (Cronbach, 1972)  0.81 ( )
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 6.   

 30 

  8

   4 

12    30

  (Experimental   Research)    One-Group   Pretest  Posttest   Design  (

2534   :   29-31)

T1 X T2 

 T1 

 T2 

 X 

 1.      (Pretest)

30

 2.   

   3

   30

   2   50   10   20

        2.1 

  (Pre-reading   Activity)

         2.2   8     20  
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         2.3 

 3.      (Posttest)     30

 4.   

1.

 2.   

        2.1   

       2.2   

        2.3   

       2.4   

   3
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 1.   

   75/75   E1/E2   (

2520:136)

   1    E1  =
A

NX i 100/

   E1

           Xi     i 

           A     

           N     

  2    E2  =
B

NFi 100/

   E2  

           Fi      i 

           B     

           N    

 2.  

  t-test

 3.   

   SPSS   for   Windows   Version  11   

   (Best   1986  :  181-182)   
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1.00 X    <   1.50 

 1.50    X   <   2.50 

 2.50     X   <   3.50

 3.50     X   <   4.50

 4.50     X   5.00 
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 4 

 3 

 3 

 1 

 75/75 (  2520 : 134-138) 

30

 2 

 3 

 1 

 3 

(2000-1224)

 1 

 3 

 (2000-1224) 

  1.  30  8 

 10  ( X )

(S.D.)  (%)

 10 

141
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 10  ( X )  (S.D.)  (%)

X S.D.

1.

2.

3.

4.

5.

6.

7.

8.

Job Advertisements 

Application Form & Résumé 

Application letters 

Telephone Messages 

Business Articles 

Order Letters 

Sales Letters 

Announcements

10

10

10

10

10

10

10

10

6.63

6.9

9.37

9.4

7.1

9.23

6.87

8.57

0.67

0.40

0.61

0.56

0.67

0.63

0.57

0.50

66.33

69

93.67

94

71

92.33

68.67

85.67

8

6

2

1

5

3

7

4

 10 

 8  4 Telephone Message 

 94  3 Application Letters  93.67 

 1 Job Advertisements

 66.33

2.

 8 

 30 11
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 11  8 

1 2 3 4 5 6 7 8 

10 10 10 10 10 10 10 10 

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

7

6

6

7

6

7

6

6

7

6

7

7

7

6

6

6

8

8

6

6

7

7

8

6

6

7

6

7

7

7

7

7

7

7

7

7

7

7

7

6

7

7

7

7

7

6

7

7

7

6

7

7

7

7

6

8

7

7

7

7

10

9

9

10

9

10

9

9

10

9

10

9

9

9

10

10

10

10

9

9

10

9

10

8

8

10

10

9

9

9

10

9

9

10

9

10

8

9

10

9

10

9

10

9

9

10

10

10

9

9

9

9

10

9

9

10

9

9

10

10

8

7

7

8

7

7

7

6

7

7

8

8

7

6

8

7

8

7

6

7

8

7

7

7

6

7

6

7

7

8

10

9

9

10

9

10

8

9

10

9

10

9

9

9

9

9

10

10

9

9

10

9

10

8

8

10

9

9

9

9

7

7

7

7

7

7

6

6

7

7

7

7

7

6

6

7

8

7

6

7

7

7

8

7

6

7

6

8

7

7

9

8

8

9

8

9

9

9

9

8

9

9

9

9

9

9

9

9

8

8

8

8

9

8

8

8

8

9

8

9

68

62

62

68

62

67

60

61

67

61

68

65

65

61

64

64

70

68

60

61

66

63

69

60

57

67

61

65

64

66

85

77.5

77.5

85

77.5

83.75

75

76.25

83.75

76.25

85

81.25

81.25

76.25

80

80

87.5

85

75

76.25

82.5

78.75

86.25

75

71.25

83.75

76.25

81.25

80

82.5

33

32

31

33

31

34

31

30

33

31

33

32

32

32

30

32

33

33

31

31

32

33

33

28

29

34

33

30

29

34

82.5

80

77.5

82.5

77.5

85

77.5

75

82.5

77.5

82.5

80

80

80

75

80

82.5

82.5

77.5

77.5

80

82.5

82.5

70

72.5

85

82.5

75

72.5

85

         1,922 

(2,400)

80.08 953 

(1,200)

79.42
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 11 

 1922  2400  80.08 

 953  1200 

79.42  80.08/79.42 

 12 

 (E
1
) (E2)

(E
1
/ E2)

1 4 320

244 (76.25) 

160

121 (75.63) 

76.25/75.63

2 12 960

749 (78.02) 

480

372 (77.50) 

78.02/77.50

3 30 2400

1922 (80.08) 

1200

953 (79.42) 

80.08/79.42

 12 

 4  76.25 

 75.63  12 

78.02

77.50

 30  80.08

79.42

 80.08/79.42 

 75/75  2.5 

 1 
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 2 

 2 

3

 30 

 40 

(D)

 13  14 

 13 

               (D)  2 

(40 ) (40 )(D) (D)

1

2.

3.

4.

5.

6.

7.

8.

9.

10

11.

12.

13.

14.

15.

28

20

21

26

22

30

23

21

27

22

28

24

23

22

20

33

32

31

33

31

34

31

30

33

31

33

32

32

32

30

5

12

10

7

9

4

8

9

6

9

5

8

9

10

10

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

21

26

27

22

24

25

28

26

27

22

30

31

21

20

29

32

33

33

31

31

32

33

33

28

29

34

33

30

29

34

11

7

6

9

7

7

5

7

1

7

4

2

9

9

5
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 13 

 8 

 14 ( X ) (S.D.)

( D ) t

X S.D. D S.D. ( D ) t df p

40

40

24.53

31.77

3.32

1.54

7.23 2.54 15.343* 29 0.000

*  0.05

 14 

 31.77  1.54 

 24.53  3.32

 7.23 

 2.54 

 0.05 (p = 0.000 < 0.05)  2 

 3 

 3 

 3 

 3 

 30 

 12  8 

( X ) (S.D.)
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 15 

8  4.15 ( x  = 4.15, S.D.= 0.72)  5 

 2 

 2 Application Form & Résumé ( x = 4.35, S.D. = 0.61)  8 

Announcements ( x = 4.29, S.D. = 0.66) 

 1 Job Advertisements ( x  = 4.05, S.D.= 0.67)  5 Business Articles ( x  = 

4.05, S.D.= 0.76) 

( x = 4.22, S.D. = 0.69) 

( x = 4.15, S.D. = 0.74) ( x =

4.08, S.D. = 0.73) 

 1. ( x  = 4.08, S.D. 

= 0.73) 

 3 

( x  = 4.11, S.D.= 0.75)  4 

( x = 4.10, S.D.= 0.73)  1 

( x  = 4.09, S.D.= 0.72) 2

( x = 4.03, S.D.= 0.73)

               2. ( x = 4.22, 

S.D. =0.69) 

 5 

( x  = 4.37, S.D.= 0.68)  7 

( x  = 4.20, S.D.= 0.70)  6 

( x  = 4.17, S.D.= 0.68)  8 

( x   = 

4.14, S.D.= 0.71) 

3.

( x = 4.15, S.D. = 0.74) 

 10 

( x   = 4.20, S.D.= 0.73)  11 

( x  = 4.17, S.D.= 0.73)  12 
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( x  = 4.16, S.D.= 0.73)  9 

( x  = 4.08, S.D.= 0.76) 

 8 

( x )  4.04-4.36 

 3
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 5

 3 

(Experimental Research) 

 3 

(2000-1224)  2  2551 

 30  7  231 

 1. 

 3 

/ / /

(2000-1224)

 3 

 76.25/75.63  4 

 78.02/77.50  12 

 2. 

 3 (2000-1224)

 1  40 (p)

 0.20-0.80 (r)  0.20 KR-20

(Kuder Richardson) 0.88

3.

 5 
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0.81

 2  2551  2  20  10 

 1. 

 2. 

 3. 

 8 

 4. 

t-test

 75/75 

( X ) (S.D.)

 1. 

75/75  80.02/79.42 

 2. 

 3
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0.05

3.  5 

 4.03 – 4.37 

 2  2 Application Form and 

Résumé  8 Announcements  1 

Job Advertisements 5 Business Articles

 1.    ( x  = 4.08, 

S.D. = 0.73) 

 3 

( x  = 4.11, S.D.= 0.75)  4 

( x = 4.10, S.D.= 0.73)  1 

( x  = 4.09, S.D.= 0.72) 2

( x = 4.03, S.D.= 0.73)

               2.  ( x = 4.22, 

S.D. =0.69) 

 5 

( x  = 4.37, S.D.= 0.68)  7 

( x  = 4.20, S.D.= 0.70)  6 

( x  = 4.17, S.D.= 0.68)  8 

( x   = 4.14, S.D.= 0.71) 

3.

( x = 4.15, S.D. = 0.74) 

 10 

( x   = 4.20, S.D.= 0.73)  11 

  ( x  = 4.17, S.D.= 0.73)  12 
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( x  = 4.16, S.D.= 0.73)  9 

( x  = 4.08, S.D.= 0.76) 

 1.  1 

 80.08/79.42  75/75  2.5 

        1.1 

 3 

 1)

 9  2)

 3  1  7 

 30  3)  10  8 

             1) Job Advertisements            2) Application Form & Résumé

3) Application Letters      4) Telephone Messages      5) Business Articles              6) Order Letters

7) Sales Letters 8) Announcements  8 

 8 

 4 Telephone Messages  3 Application Letters  6 Order Letters 

 94,93.67  92.33 

(Seels and Glasgow 1990:4)

(Hutchinson and Waters 1989: 21-23)

(2538 : 51-52)

(2543)



156

 80.2/82.76 

(2544)

 1 

 1.2 

 (Real language) 

 8 

 4.20 

(Widdowson 1978 : 16, 

2539 : 99)

 (2542) 

 0.01  (Nelson 2000) 

 (Oller 1977 : 100, 

2539 : 99)
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 1.3 

 2 

 (Let’s Warm Up!)  (Let’s Study!)

 (Let’s Practice)

 (Let’s Go!) 

(Widdowson 1978 : 16,  2539 : 

99)

 (Bock 1993: 3) 

 (2538 :49) 

(Unit)

 1.4 
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 (Cole and Chan 1994:380,  2545 : 122)

 10 

 8

2.

 3 

 0.05 

 2.1 

 (2543:49-57)  (2535 : 178) 

(Gordon 1985: 73-74  2546 : 21-22)  (Wallace 1992 : 54) 

 (active 

process)

 (comprehending) 

 Language Focus 

 (interpreting) 

 (Scanning) 

 (Skimming) 

 7 Sales Letter 

 (Critical Reading) 
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 (information gap)  (problem solving) 

 (information transfer) 

  (communicative competence)

(Savignon 1983: 36-38) (linguistic or 

grammatical competence)  (sociolinguistic competence) 

 (discourse competence) 

 (strategic competence) 

 (Johnson 1982 : 163-172) (Rogers 1988 : 468-475, 

 2545 : 20-21)  (Devies et al. 1990 : )

(2535 : 178-179)  (2533: 121-154) 

(Harmer 1986: 151-153)  (Richards, Platt and Weber 1986, quoted in 

Nunan 1995 :6) (Nunan 1995 :10)  (Skehan 1996 : 38-62) 

 3  1)   (Pre-reading Activities ) 

Let’s Warm Up!  Let’s Study! 

 Let’s Warm Up! 

 Let’s 

Study!    2) 

(While-reading Activities)  Let’s Practice! 

 Skimming 

(Vocabulary Exercises) 

 (Language Exercises) 

 Scanning 

  3)  (Post-reading Activities) 
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Let’s Go! 

(Problem Solving Activity) 

 (Information Gap Activity) (Transferring Activity) 

 (Role Play Activity)  (Discussing Activity) 

 (Creating Activity) 

 2.3 

 (2543 : 306-308)  (Madsen 1983 :77-79) 

 (2530:39-142) 

 (Communicative Competence) 

 (Reading Subskills)  (Sentence Comprehension) 

 (Passage Comprehension) 

 0.05

 3. 

4.03-4.37  2 Application Form & Résumé ( x   = 4.35, S.D.= 0.61)

 Résumé  Application Form  Résumé 

 1 Job Advertisements ( x   = 4.05, S.D.= 0.67)

 5 Business Articles ( x   = 4.05, S.D.= 0.76)

 1 Job Advertisements  4 

 jigsaw reading 

 1  5 Business Articles 
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 1 

Job Advertisements  5 Business Articles  4.05 

 2 

 3.1 

 4.08 (S.D. 0.73) 

 3 

 4.11 (S.D. 0.75) 

 (Hutchinson and Waters 1989:1-6)  (Strevens

1980: 108-109) 

 2 

 4.03 (S.D.= 0.73)

 1 Job Advertisements  3 Application Letters  6 Order 

Letters

 4.03 (S.D.= 0.73) 

 3.2 

 4.22 (S.D.= 

0.69)  5 
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 Let’s Warm Up! Let’s Study! Let’s Practice!  Let’s Go ! 

4.14 (S.D.= 0.71)  8 

 Role Play 

 4.14 (S.D. 0.71) 

 3.3 

 4.15 

(S.D. 0.74)  10 

 Résumé 

 4.08  9 

 1 Job Advertisements  7 

Sales Letter 
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 1. 

 Jigsaw Reading  1 Job Advertisements 

(Expert Groups) 

2.

3.   Picture Dictionary 

1.

         1.2  Pre-reading Activities 

 While-reading Activities  Post-reading Activities 



164

         1.3  vocabulary exercises 

language exercises 

(scanning)

         1.4  Post- reading Activities 

          1.5 

2.

 2.1 

2.2  

 2.3 



165

  2.4 

  2.5  (Extensive 

Reading)

 3.   

 3.1  

 3.2  

 3.3 
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agenda

- Making   appointment
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10. ( Charts,  Graphs  and  tables ) 
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..................................................................................................................................
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  ( 2000-1224 ) 

.3

1.   ( Advertisements )

2.   ( Invitation  Letters ) 

  ( Invitation  Fax )

3.   ( Sales  Letters )

4.   ( Enquiry  Letters ) 

  ( Reply  Letters )

5.   ( Order  Letters ) 

     (Acknowledgement  of  Order  Letters ) 

6.   ( Job  Advertisements )  

7.   (Application  Letters)

8.  (Resume ) 

  (Application Form)

9.    ( Appointment  Fax ) 

10.   ( Charts,  Graphs  and  tables ) 
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11.   ( Telephone  Messages ) 

12.   ( Announcements )

13.  ( Memorandums )

14.   ( Agenda )

15. (Business Articles)

  19 ( )

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

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

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

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

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

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

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

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

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

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

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

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

.............................................................................................................................................................
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Topic

1 2 3 4

  IOC 

1. Job Advertisements 

2. Application Form and 
Résumé 

3. Application Letters 

4. Telephone Messages 

5. Business Articles 

6. Order Letters 

7. Sales Letters 

8. Announcements 

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

4

4

4

4

4

4

4

4

1

1

1

1

1

1

1

1

(  2535 : 465)

                                           IOC =  
N

R

IOC

                                      R      

   N
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Topic

1 2 3 4

  IOC 

1. Job Advertisements 

2. Application Form and 
Résumé 

3. Application Letters 

4. Telephone Messages 

5. Business Articles 

6. Order Letters 

7. Sales Letters 

8. Announcements 

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

4

4

4

4

4

4

4

4

1

1

1

1

1

1

1

1

(  2535 : 465)

                                           IOC =  
N

R

IOC

                                      R      

  N
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 3

 / 

 1 

        0  

        -1 

OpinionQuestion

No.

Objective

1 0 -1

Suggestion

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

To make a decision which job is suitable for whom 

To make a decision which job is suitable for whom 

To make a decision which job is suitable for whom 

To make a decision which job is suitable for whom 

To make a decision which job is suitable for whom 

To identify the details of application form & résumé 

To identify the details of application form & résumé 

To identify the details of application form & résumé 

To identify the details of application form & résumé 

To infer the meaning of words from context clues 

To infer the meaning of words from context clues 

To refer to the information in the résumé 

To refer to the information in the résumé 

To refer to the information in the résumé 

To refer to the information in the résumé 

To infer the meaning of words from context clues 

To refer to the information in the telephone message 

To refer to the information in the telephone message 

To refer to the information in the telephone message 

To refer to the information in the telephone message 

To infer the meaning of words from context clues 

To identify the main idea of the business article 

To identify the main idea of the business article 
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 22 ( )

OpinionQuestion No. Objective

1 0 -1

Suggestion

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

To identify the main idea of the business article

To identify the main idea of the business article

To infer the meaning of words from context clues

To identify the details of order letter 

To identify the details of order letter 

To identify the details of order letter 

To identify the details of order letter 

To infer the meaning of words from context clues

To identify rational and emotional appeal in sales letter 

To identify rational and emotional appeal in sales letter 

To identify rational and emotional appeal in sales letter 

To identify rational and emotional appeal in sales letter 

To infer the meaning of words from context clues

To identify the details of office announcement 

To identify the details of office announcement 

To identify the details of office announcement 

To identify the details of office announcement 
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 23 

1 2 3

IOC

1 To make a decision which job is suitable for whom 1 1 1 3 1

2 To make a decision which job is suitable for whom 1 1 1 3 1

3 To make a decision which job is suitable for whom 1 1 1 3 1

4 To make a decision which job is suitable for whom 1 1 1 3 1

5 To make a decision which job is suitable for whom 1 1 1 3 1

6 To identify the details of application form & résumé 1 1 1 3 1

7 To identify the details of application form & résumé 1 1 1 3 1

8 To identify the details of application form & résumé 1 1 1 3 1

9 To identify the details of application form & résumé 1 1 1 3 1

10 To infer the meaning of words from context clues 1 1 1 3 1

11 To infer the meaning of words from context clues 1 1 1 3 1

12 To refer to the information in the résumé 1 1 1 3 1

13 To refer to the information in the résumé 1 1 1 3 1

14 To refer to the information in the résumé 1 1 1 3 1

15 To refer to the information in the résumé 1 1 1 3 1

16 To infer the meaning of words from context clues 1 1 1 3 1

17 To refer to the information in the telephone message 1 1 1 3 1

18 To refer to the information in the telephone message 1 1 1 3 1

19 To refer to the information in the telephone message 1 1 1 3 1

20 To refer to the information in the telephone message 1 1 1 3 1

21 To infer the meaning of words from context clues 1 1 1 3 1

22 To identify the main idea of the business article 1 1 1 3 1

23 To identify the main idea of the business article 1 1 1 3 1

24 To identify the main idea of the business article 1 1 1 3 1

25 To identify the main idea of the business article 1 1 1 3 1

26 To infer the meaning of words from context clues 1 1 1 3 1
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1 2 3

IOC

27 To identify the details of order letter 1 1 1 3 1

28 To identify the details of order letter 1 1 1 3 1

29 To identify the details of order letter 1 1 1 3 1

30 To identify the details of order letter 1 1 1 3 1

31 To infer the meaning of words from context clues 1 1 1 3 1

32 To identify rational and emotional appeal in sales letter 1 1 1 3 1

33 To identify rational and emotional appeal in sales letter 1 1 1 3 1

34 To identify rational and emotional appeal in sales letter 1 1 1 3 1

35 To identify rational and emotional appeal in sales letter 1 1 1 3 1

36 To infer the meaning of words from context clues 1 1 1 3 1

37 To identify the details of office announcement 1 1 1 3 1

38 To identify the details of office announcement 1 1 1 3 1

39 To identify the details of office announcement 1 1 1 3 1

40 To identify the details of office announcement 1 1 1 3 1
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Pre-reading Activities

Let’s Warm Up !

Warm Up Where is the office announcement?
 Who are in the office now? 

Instructions Match the vocabulary about the office
with the pictures and identify where the announcement/message 
board is.

a. Supply room 

b. Reception area 

c. Computer 

workstation

d. Message board 

e. Conference room 

f. Mailbox  

g. File cabinet 

h. Workstation 

i. Office 

j. Typist 

k. Storage room 

l. Office manager 

m. Whiteboard/dry 

erase board 

n. Receptionist 

o. Employer/boss 

p. File clerk 

q. Secretary 

r. Administrative 

assistant

s. Office assistant 

(Adapted from Word by Word, page 86)
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              Let’s Study!

Kinds of Business Announcements

An opening of a new business     

A change of location of an existing business 

An expansion of an existing business 

An open house 

A promotion/ A new staff member / A new partner 

A seminar / A conference 

An anniversary / A celebration 

A new product  
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An example of  a change of location of an existing business

MANAT&ASSOCIATES

(Computer Programmers, Graphic Designers 

and Webpage Designers) 

WE ARE MOVING

To a more spacious office equipped with 

More modern technology 

To serve you better 

Effective 1 March 2008 

OUR NEW ADDRESS WILL BE 

6th floor Landmark Shopping Plaza 

134 Sukhumvit Road 

Tel:02-311-3040-9

Fax:02-311-3050

Website: http//www.manatandassociates.co.th 

Our Computerized Design Section 

INSTANT DESIGNS 

Call us any between 10:00 a.m. to 9:30 p.m. every day

NO APPOINTMENT NEEDED
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1. Who is posting the announcement? 

    Manat & Associates is posting the announcement.
2. What kind of business is this? 
     It is computer business. 
3. Why would the business announce this message? 
     It would announce this message to inform the change of location of its office and 
to invite us
     to the office. 
4. Where is the new address? 

    The new address is on the 6th floor Landmark Shopping Plaza 134 Sukhumvit Road. 

5. What is its telephone number? 
     Its telephone number is 02-311-3040-9. 
6. What is its fax number? 
    Its fax number is 02-311-3040-9. 
7. What is its website? 
    Its website is http//www.manatandassociates.co.th. 
8. What time are the store hours? 
     The store hours are  between 10.00 a.m.to 9.30 p.m. every day. 
9. When would they move to the new office? 

     They would move to the new office on 1 March 2008. 

Manat & Associates is posting the announcement. It is 

computer business. It would announce this message to inform 
the change of location of its office and to invite us to the office. 
The new address is on the 6th floor Landmark Shopping Plaza

134 Sukhumvit Road. Its telephone number is 02-311-3040-9.

Its fax number is 02-311-3040-9. Its e-mail address is     
http//www.manatandassociates.co.th. The store hours are  
between 10.00 a.m.to 9.30 p.m. every day. They would move to 

the new office on 1 March 2008. 
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Language Focus

Directions (Pair Work)
Study the language focus and do the language exercises in practice process. 

The Imperative Mood

Mood (Grammar) is one of the categories of verbs used to 
express facts, orders, questions wishes or conditions:
the indicative/ imperative/ subjunctive mood. 
Mood

1. Indicative Mood 

2. Imperative Mood 

3. Subjunctive Mood 

Imperative Mood
1. Command

2. Request

3. Advice

4. Invitation

Imperative Mood Positive Negative

Command Open the door. Don’t open the 
door. 

Request Please help me. Please don’t kill 
him.

Advice Be more careful Don’t wasted your 
time.

Invitation Please have a drink. 
Please come inside. 

 4 

- Please come to see me tomorrow. 
- Will you come to see me tomorrow. 
- Won’t you come to see me tomorrow? 
- Would you come to see me tomorrow? 
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Invitations

The words we use in invitations are similar to those we use in offers of food and 
drink.
To invite someone, we often use Would you like to …….?.

Would you like to have lunch with us? ~ Yes, I’d love to. Thank you. 

Would like can have a verb with to after it, or an object with a noun. 
Would you like to stay the night? ~ Oh, that’s very kind of you. 

 Would you like a bed for the night? ~ Are you sure it’s not too much

            trouble? 

We can also use Will/Won’t you…..?.

Will you join us for coffee? ~ Yes. Thanks.

 Won’t you sit down? 

In informal speech we can use the imperative. 
Come and have coffee with us. Please sit down. 
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(From Essential Grammar In Use, page 64) 
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While-reading Activities

               Let’s Practice !

I. Reading for General/ Main Idea Exercise (Skimming)

Directions (Group Work)
Work in groups of three. Study these business announcements. Decide which one is

an opening of a new business?     

a change of location of an existing business? 

an expansion of an existing business? 

an open house? 

a promotion/ a new staff member / a new partner ? 

a seminar / a conference? 

an anniversary / a celebration? 

a new product? 
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A

B
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C

D
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           E 

      F 
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G

H
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I
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II. Vocabulary Exercises

Directions : Work with a partner. Refer to the vocabulary explanation 

if your answers are different.

1. Underline the stressed syllable of each word and identify its part of speech.  

    After that, practice pronouncing the words correctly and discuss how and why  

    the stressed syllable shifts for each word in each family. 

1.1  announce ( verb )  announcement ( _______ ) 
1.2  inform ( _______ ) information ( _______ ) 
1.3  celebrate ( _______ ) celebration ( _______ ) 
1.4  locate ( _______ ) location ( _______ ) 
1.5  expand ( _______ ) expansion ( _______ ) 

2. Match the given vocabulary in Column A with its correct meaning  

    in Column B. Beware! These meanings are similar to, but not exactly alike,    

    those in the vocabulary explanation. 

Column A Column B 

2.1  announce (verb)

2.2  inform  (verb)

2.3  appoint (verb)

2.4  location (noun)

2.5  conference (noun)

2.6  celebrate (verb)

2.7  hors d’oeuvre (noun)

2.8  anniversary (noun)

2.9  expand (verb)

2.10  expansion (noun)

a.  expanding or being exanded
b.  yearly return of the date of an event;
     celebration of this 
c.  (meeting for) discussion; exchange of  
     views 
d.  make known 
e.  dishes of food served at the beginning
     of a meal as a relish 
f.  give knowledge to 
g.  position or place 
h.  do sth to show that a day or an event s
     important or an occasion for rejoicing 
i.   choose for a post, fix or decide 
j.   make or become larger 
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3. Fill in the suitable vocabulary for the following ten contexts. 

announcement announced appoint 
appointment located  location 
informed information celebrate 
enclosure conference expand 

3.1 The government _____ that the danger was past.  
3.2 That’s a useful piece of _____ .
3.3 It’s your birthday tomorrow, so we must _______ it.
3.4 Where is the new factory to be _____ ?  
3.5 We were ______ that two prisoners had escaped.
3.6 An ______ will be made next week.  
3.7 Metals ________ when they are heated. 
3.8 He was in _______ with his lawyers all day. 
3.9 We’ve found the suitable _________ for new factory.  

            3.10 I have an ______ with my dentist at 3 p.m.  
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III. Language Exercises

Pair Work

1. Suggestions, Offers and Invitation 

What would you say? There is more than one correct answer. 

* A friend has called at your flat. Invite him to come in. 
    Would you like to come in? 

1.1 Offer your visitor a cup of tea. 
      ____________________________________________________________ 
1.2 You don’t know what to say in your letter. Ask your friend for
      a suggestion. 
     ____________________________________________________________ 
1.3 You are walking in town with a friend. Suggest having a cup of coffee. 
      ____________________________________________________________ 
1.4 A woman you know is afraid to walk home alone. Offer to walk home   
      with her. 
      ____________________________________________________________ 
1.5 You are writing to a friend. Invite her to visit you one weekend. 
      ____________________________________________________________ 

2. Will/Shall VS Present Continuous

2.1 Writ sentences beginning I think … or I don’t think… 

 1.   (Diana will pass the exam)  
       I think Diana will pass the exam.

 2    (Dianna won’t pass the exam) 
                  I don’t think Diana will pass the exam.
 3.   (we’ll win the game) 
                  ___________________________________________________________ 
 4    (I won’t be here tomorrow) 
       ___________________________________________________________ 
 5    (Sue will like her present) 
                  ____________________________________________________________ 
 6    (they won’t get married) 
                  ____________________________________________________________ 
 7   (we shall enjoy the film) 
                  ____________________________________________________________ 
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2.2 Which is right?

1. We’ll go / We’re going  to the theatre tonight. We’ve got tickets.    
                We’re going is right. 
 2. ‘What will you do / are you doing tomorrow evening?’ ‘Nothing. I’m free.’  
    _________________ is right. 
 3. They’ll go / They’ re going away tomorrow morning. The train is at 8.40. 
    __________________ is right. 
 4. I’m sure she’ll lend / she’s lending us some money. She’s very rich. 
                ___________________ is right. 
 5. ‘Why are you putting on your coat? ’ ‘I’ll go / I’m going out.’ 
     __________________ is right. 
 6. Steve can’t meet us on Saturday. He’ll work / He’s working.
     __________________ is right.

3. Scrambled Sentences

Put the words in the right order.  

(Please notice the word partnership in some phrases.)  

3.1  in / newspapers /some / of births, / marriages / appear / Announcements /   
       and deaths 

____________________________________________________
3.2  address/ of any changes of / Please inform / us 

____________________________________________________
3.3 have appointed / They / school / at / my / a new head teacher / son’s 

____________________________________________________
3.4 3 o’ clock / a dental appointment / I’ve got / at 

____________________________________________________
3.5 of / the exact location / is / the ship/ What ? 

____________________________________________________
3.6  always/ at their place/ It’s/ open house 

____________________________________________________
3.7  a cause/ Her triumph/ was/ for celebration  

____________________________________________________
3.8 our 25th  wedding anniversary/ celebrated/ in France/ We  

____________________________________________________
3.9 is bidding/ the World Cup finals/ Germany/ to host 

____________________________________________________
3.10 and/ served/ Hors d’oeuvres/ will be/ Refreshment  

___________________________________________________
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IV. Reading for Specific Detail Exercises

1. True or False Exercise (Scanning)

Directions (Group Work) 

Read the nine business announcements more carefully, then identify True or 

False according the announcement.

_____1. The seminar on Mutual Funds and Trust Accounts will be held on 9th March.  
_____2. The holiday candles will not be sold on Sunday before 11a.m. 
_____3. Jane’s Cake design will move to new location at 52 Corona Street Denver,
              CO. 
_____4. We need not reply if we want to join the party of Citigroup of Wearthsdale.
_____5. Visitors are welcome to the Whyndam Gallery on Tuesday, December 15th.
_____6. Sandy’s Arts and Crafts will move to 1549 Old Cutler Road. 
_____7. Every visitor will get a special gift from Antique’s Forever.  
_____8. Benjamin R Thomas is the new doctor of St. John’s Hospital. 
_____9. The Benoit Store is now 5 years old.
_____10. Sandy’s Arts and Crafts is open on weekdays. 

2. Wh-question exercise (Answer in complete sentence) 

Who will be the new Vice-President of Sales of Citigroup of Wearthsdale? 
____________________________________________________________

When will be the Whyndam Gallery Open House? 
____________________________________________________________

What kind of materials does Sandy’s shop sell? 
____________________________________________________________

Who will get the gifts in Antique’s Forever Grand Opening? 
____________________________________________________________

Where will the seminar on Mutual Funds and Trust Accounts be held? 
____________________________________________________________

What are the Mary’s Candles hours on Sunday? 
____________________________________________________________

What is the phone number of Jane’s Cake Design Store? 
____________________________________________________________

How will we contact Shannon to reply to the announcement about the 5th Year of 
Business Party at The Benoit Store? 

____________________________________________________________
Where does Mr. Richard J. Harrison work? 

____________________________________________________________
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Which department will organize the seminar on Mutual Funds and Trust 
Accounts? 

____________________________________________________________

3. Transferring Exercise

Read this advertisement much more carefully and filling in the paragraph below. 

 ___________________ is posting the announcement. It is 
announcing this message to introduce ______________     and to invite us to join 
a party on Thursday, March 25th at ________________. The party will be held at 
_____________ Club at 42 Cypress Way Wearthsdale, IL _____________.Please 
reply to ________________, the Coordinator Director at ____________ or 
_______________.
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Post-reading Activities

Let’s Go!

Directions (Pair work)

Create your own business announcement. Make up the relevant details. Decorate 

the announcement. Present the announcement in front of the class. And then 

display the announcement on the message board.
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Let’s Test

Unit 8 Test
Read the following announcements and fill in the blanks

Lowery, Lewis, ___________, CPA’s is posting this ___________. It is announcing 
this message to inform everyone that ______________are merging with 
________________ and changing their location to _____ Pine Street, ________ 
Royal Palm Beach, FL ___________. Its telephone number is ______________ Its 
fax number is _________________. Its e-mail address is ______________________.  

        
            
            



  221 

             
       
                   
        

                                                            

_________________ is posting the announcement. It is announcing this message to 
inform of _______________ and to __________ us to attend the open house. It is on 
__________ the 16th ____________at ________________at _____________, 842 
Riverside Drive, Suit 400. _________and_________ will be serve there. You and 
________ are invited to the party.

                                                               ______________________ 
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Unit 8

Pre-reading activities

Let’s Warm Up!

Objectives: To be able to read the office announcements and answer the 
questions about the details in the announcement. 

1. Let the Ss discuss from the cartoons about announcements on page 161. 
a. Who are in the cartoons? 
b. What are they doing? 
c. What makes the cartoons funny? 

2. Ask the Ss to look at the picture about the office and match the vocabulary 
about the office with the picture. 

Answers (Page 162) 
            1. b           2. d  3. f 4. g 5. h 6. c 7. i 8. a 9. k  
            10. c         11. m 12. n 13. j 14. p 15. q 16. r 17. l 18. s  
            19. o  

3. Ask the Ss to predict what they are going to read today. 
4. Present the learning & testing objectives. 
5. Explain the communicative tasks. 

Let’s Study!
Page 163-168

1.   Present the examples of business announcement. 
1. Present the vocabulary in glossary and picture dictionary. 
2. Present the language focus; imperative mood, invitations and future simple 

tense . Have the Ss work in pairs studying language focus and doing the 
language exercises in while-reading process.

While-reading activities

Let’s Practice!
I. Ask the Ss to work in group of three identifying the kinds of business 
announcement on page 169-174. 

Answers (Page 169-174) 
1. G            2. A  3. E 4. C 5. B,F 6. I 7. D 8. H 

II. Ask the Ss to work in pairs doing vocabulary exercise on page 175-176. 

    1. Pronunciation & Part of Speech Exercise 

 Ask the Ss to underline the stressed syllable of each word and identify its part 
of speech. After that, let them practice pronouncing the words correctly and discuss 
how and why the stressed syllable shifts for each word in each family. 
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Answers (Page 175) 
1.1  announce ( verb )  announcement ( noun ) 
1.2  inform ( verb )  information ( noun ) 
1.3  celebrate ( verb )  celebration ( noun ) 
1.4  locate ( verb )  location ( noun )
1.5  expand ( verb )  expansion ( noun ) 

2. Matching the vocabulary with the new context exercise 

Ask the Ss to match the given vocabulary in Column A with its correct meaning in 
Column B. These meanings are similar to, but not exactly alike, those in the glossary. 

Answers (Page 175) 
2.1 d 2.2 f 2.3 i 2.4 g 2.5 c 2.6 h 2.7 e 2.8 b 2.9 j 2.10 a 

3. Filling the vocabulary in the suitable individual context/sentence exercise. 

 Have the Ss fill in the suitable vocabulary for the ten contexts. 

Answers (Page 176) 
3.1 announced  3.2 information 3.3 celebrate 3.4 located  
3.5 informed  3.6 announcement 3.7 expand 3.8 conference 
3.9 location  3.10 appointment 

III. Ask the Ss to work in pairs doing language exercises on page  177-178. 
1. Suggestions, Offers and Invitation 

Have the Ss write sentences according to the given information. 

Answers (Page 177) 
1.1 Would you like a cup of tea? OR will/Won’t you have a cup of tea? 
1.2 What shall/can/should I say in my letter? 
1.3 Let’s have/ We could have a cup of coffee. OR Shall we have a cup of coffee? 
1.4 I’ll/I can walk home with you. OR Shall/Can I walk home with you? 
1.5 Would you like to visit me one weekend? 

2. Will/Shall VS Present Continuous 

2.1 Have the Ss write sentences beginning I think… or T don’t think… 

Answers (Page 177) 
 1. I think Diana will pass the exam 
 2. I don’t think Diana will pass the exam. 
 3. I think we will win the game. 
 4. I don’t think I will be here tomorrow. 
 5. I think Sue will like her present. 
 6. I don’t think they will get married. 
 7. I think we shall enjoy the film. 
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2.2 Have the Ss identify which phrases are right. 

Answers (Page 178) 
 1. We’re going 
 2. are you doing 
 3. They’re going 
 4. she’ll lend 
 5. I’m going 
 6. He’s working. 
3. Scrambled Sentences 

 Let the Ss put the words in the right order. Let them notice the word 
partnership in some phrases. 

Answers (Page 178) 
3.1 Announcements of births, marriages and deaths appear in some 

newspapers.
3.2 Please inform us of any changes of address. 
3.3 They have appointed a new head teacher at my son’s school. 
3.4 I’ve got a dental appointment at  3 o’ clock. 
3.5 What is the exact location of the ship? 
3.6 It’s always open house at their place. 
3.7 Her triumph was a cause for celebration. 
3.8 We celebrate our 25th wedding anniversary in France. 
3.9  Germany is bidding to have the World Cup finals. 
3.10 Hors d’oeuvres and refreshment will be served. 

IV. Have the Ss work in group of four scanning for specific details and doing the 
following exercises on page 179-180. 

1. True or False Exercise (Scanning) 

Answers (Page 179) 
 1. T 2.F 3.T 4. F 5. F 6. F 7. F 8. T 9. T 10. F 

2. Wh-question exercise 

Answers (Page 179) 
Mr. Michael Jennings will be the new Vice-President of Sales of Citigroup of 

Wearthsdale.
The Whyndam Gallery Open House will be on Thursday, December 15th at 5.00 

p.m.-11.00 p.m. 
Sandy’s shop sells Arts and Crafts. 
The first 100 customers will get the gifts in Antique’s Forever Grand Opening. 
The seminar on Mutual Funds and Trust Accounts will be held at Holiday Inn, 

Conference Room. 
The Mary’s Candles hours are 11. 00 a.m.- 6.00 p.m. on Sunday. 
The phone number of Jane’s Cake Design Store is (685) 543-1557. 
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We will contact Shannon to reply for the 5th Year of Business Party of The Benoit 
Store at 55-9668 or shanon@citigroup.com. 

Mr. Richard J. Harrison works at St. John Hospital. 
Regions Trust Department will organize the seminar on Mutual Funds and Trust 

Accounts.

3. Transferring Exercise 

Answers (Page 180) 
 1. Citygroup of Wearthsdale  2. the new Vice – President of Sales 
 3. 6.00a.m.    4. the Riverside Country 
 5. 54874    6. Shannon Leigh 
 7. 555-9668    8. Shannon @ citygroup.com 

Post–reading activities

Let’s Go!
Have the Ss work in pairs create their own announcement. Let them make up the 
relevant details, decorate the announcement, present the announcement in front of the 
class and then display the announcement on the message board. 

Let’s Test!
Have the Ss do the unit test on page 182-183. 

Answers (Page 182-183) 
 1. Taylor & Smith 2. announcement 3. Lowery and Lewis, CPA 
 4. Taylor and Smith, CPA 5. 589  6. Suite 106 
 7. 34256  8. 561-554-7852 9. 561-554-5693 
 10. Cpas@yahoo.com

1.The Greenway Foundation  2. an Open House 3. invite 
 4. Sunday    5. November  6. 2.30 p.m. 
 7. Greenway Main Office  8. Hors d’oeuvres 9. Refreshments 
 10. your family 

_____________________________________________
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Pre  Test

Read the following job advertisements and choose the best 

answer.
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1. Boonchai is 36 years old. Which vacancies can he apply for? 
a. a sales manager and a CAD design engineer 
b. a sales executive and a reporter 
c. a sales manager and a sales executive 
d. a CAD design engineer and a reporter 

2. Which position requires computer literacy? 
a. a sales executive 
b. a sales manager 
c. a reporter 
d. a CAD design engineer 

3. Which position does not require a Thai female candidate? 
a. sales executive 
b. a CAD engineer 
c. a sales manager 
d. a reporter 

4. Wipha is 36 years old. She is  a holder of master degree in Marketing. She has 
worked as a sales assistant manager for 5 years. She has a good command of 
written and spoken English. She is a good team player. What position should 
she apply for? 

a. a CAD design engineer 
b. a sales manager 
c. a sales executive 
d. a reporter 

5. Wichit is 36 years old. He has completed Bachelor’s Degree in Mechanical 
Engineering. He has strong command of spoken and written English. He has 3 
years experience in designing products. He has good skills in engineer 
drawing and technical report writing. He uses MS Office very well. What 
position will he apply for? 

a. a sales executive 
b. a sales manager 
c. a CAD design engineer 
d. a reporter 



  230 

Directions : Choose the best answers based on the 

information in the following resume and application form.

Mr. Prasit Thammakul’s employment application form 

EXPERIENCE : (Start with your last position) 

Date Employed 
Name & Address of Employer 

From TO
Position Last Salary 

Micro Tech 15 South Sathorm Road 1999 2003 Assistant

Engineer

9,500 baht 

   UOI Electric 2003 present Engineer 12,000 baht 

SPECIAL ABILITIES : Use PC 

Aleda Potter 

Address :  24 Cheapside      

 London EC2V 6AA     

Phone :  0800 154 4478      

Date of Birth : 24 October 1979     

Objective : To work as an Accountant Manager 

Education :

 1998  – 2000 BA(Finance) St. Paul College, USA 

 1992 –  1997 Sanberry High School 

Work experience : 

 2003 to 2008 A chief accountant, Superior Supply Company 

 2000 – 2002 An accountant , Central Company 

Special skills and abilities:  Good typing (40 wpm) 

         Operate Excel and Power Point 

Language : German, Spanish, French 

Reference on request. 
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6. What position is Miss Potter applying for? 
a. an accountant manager b. an accountant 
c. a chief accountant  d. an accountant assistant 

7. Where does she work? 
a. St. Paul College   c. Sanberry High School 
c. Superior Supply Company d. Central Company  

8. When did he start working for UOI Electric? 
a. 2003    b. 2008 
c. 1999    d. present  

9.  What is his position? 
 a. an electronic engineer b. an assistant engineer 
 c. an engineer   d. a PC engineer 

     10. Now Miss Aleda Potter is a chief accountant. What does ‘chief ’ mean? 
 a. junior   b. senior 
 c. assistant   d. head 
     11. Miss Aleda Potter can operate Excel and PowerPoint. What does ‘operate’   
            mean? 
 a. work   b. design 
 c. produce   d. perform a surgical operation 
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Directions: Choose the best answers to fill in the blanks of 

the application letter according to the details of the resume.
   12  June 2008 

The Manager 

Human Resources Department 

TRANE THAILAND 

2 Sukhumvit Road 

Klongtoey, Bangkok 10110 

Dear Sir 

I have seen your advertisement for ‘Secretary’ in 

today’s ‘The Nation’ and wish to apply for this 

position.

I graduated in 
12

___________ in 

13
______________major from Rajamangala 

Institute of Technology,

14
__________________ campus. 

For the past 
15

____________ I have been working 

part-time as basis- general administrator at a 

private establishment doing the kind of job you 

demand from the secretary you are looking for. My 

part-time work includes operating a computer and 

using software such as Microsoft words , 

PowerPoint ,  Excel and Authorware. 

A copy of my full resume is enclosed. 

I look forward to being called for an interview. 

Yours faithfully, 

Pensri  Rampa 
Pensri  Rampa 

Resume

Name:  MISS PENSRI RAMPA 

Address:  25 Rama II road, Samae 

                Dum, Bangkhyuntien 

  Bangkok 10150 

Telephone No.:      218-4502 

Position applied for: Secretary 

Education: 2003 – 2006 bachelor’s degree 

in Business  Administration

(Business English Major)

  Rajamangala Institute of 

  Technology Borpitpimuk    

     Mahamek Campus 

Experience: 2006 – present  

Part - time 

  Basis-general administrator  

              Yuatan  Securities Co., Ltd. 

References: Mr. Kelly Winsley 

  General Manager 

  Yuatan Securities Co., Ltd. 

  28 Ploenchit Road, Pathumwan 

  Bangkok 10330 

  Telephone:  653-4200 

  Mrs  Amphai Traipote 

  Rajamangala Institute of 

  Technology Borpitpimuk    

     Mahamek Campus 

  Arkarn Songkroh Road, 

  Sathorn Bangkok 10120 

  Telephone : 286-3415 
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12. a. Business English             b.Borpitpimuk Mahamek 
      c. Business Administration d. Bachelor’s degree 
13. a. Business English b. Accounting 
      c. Secretarial study d. Business Administration 
14. a. Rajamangala Institute b. Borpitpimuk Mahamek 
      c. Yautan Securities d. basis-general administrator 
15. a. four years  b. two years 
      c. five years  d. three years 
16. She works as general administrator. What does general mean? 
      a. special   b. all or nearly all 
      c. local   d. particular 

Directions : Read the telephone conversation and the telephone 
message and choose the best answer. 
(The phone rings) 

Thep : Hello, Sales Department. 

Caller : Hello.  May I speak to Mr.  David Green Please? 

Thep : I’m sorry, he is in an executive meeting at the moment.  Would you like to leave a message? 

Caller : Yes, please.  Would you tell him that Mr. Zabel of Agricultural Products Company would      

like to talk to him? 

Thep : Excuse me.  How do you spell your name please? 

Caller : Z-a-b-e-l

Thep : Yes… Anything else?

Caller : Ask him to call me back at 2241810 as soon as possible.  I have something urgent to talk to   

him.   It is about the goods just delivered to me. 

Thep : Your number is two-two-four-one-eight-one-oh.  Is that right?

Caller : Yes, that’s right.  Thank you very much. 

Thep : You’re welcome.  I’ll certainly pass your message on to Mr.Green.

Good-bye.

Caller : Good-bye.
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17. Where does Mr. Zabel work? 
a. Green Products Company b. Agricultural Food Company 
c. Plant Products Company d. Agricultural Products Company 

18. When did Thep take the message? 
a. August 10th at 10.15  b. August 10th in the morning 
c. October 10th at 10.15  d. October 10th in the afternoon 

19. Who does ‘He’ in the message refer to? 
a. Mr. Zabel   b. Mr. David Green 
c. Mr. Thep   d. the operator 

20. Who does ‘you’ in the message refer to? 
a. Mr. Thep   b. the caller 
c. Mr. David Green  d. Mr. Zabel 

21. I have something urgent to talk to him. What does ‘urgent ’ mean? 
a. as soon as possible  b. early 
c. lately    d. impossible 
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Directions : Read the following article, look at the pie chart 

and the graph summarizing the main/general idea and 

choose the best answers filling in the missing parts.  

Last year, a lot of our neighbors spent time on traveling in Thailand.  Most travelers 

came from Taiwan (20%), followed by China and Korea both 19 % and Japan (15 %).  Malaysia 

and Singapore accounted for 11 and 9 % respectively.  Other countries such as Laos, Vietnam, 

Cambodia and Myanmar showed the least amount of tourists. 

 Bangkok is a popular shopping centre for addicted tourists. 5.5 million passengers stayed 

for a few days before taking trips to other places.  The most interesting tourist attraction  are the 

Northern provinces, especially Chiang Mai and Chiang Rai.  Last year, 4.5 million travelers 

visited both places. 

 Krabi is also the favorite place, serving 4.3 million people.  About 4 million Malaysians, 

Singaporeans and Japanese appreciated Sonkhla, while the same figure of Taiwanese, Koreans 

and Chinese preferred to attend the north-eastern culture, so they visited Ubon, Udon and Nong 

khai.  Some  tourists who were interested in historical towns (2.1 million) went to Ayutthaya and 

Lop Buri.
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20%

19%

19%

7%

9% 11%

15%

Japan

22.

Singapore

Share of Asian travelers 
spending in Thailand 

Malaysia 

Korea

23.China

22. Which neighbor(s) had the least amount traveling in Thailand? 

       a. China and Korea  b. Taiwan c. Malaysia and Singapore 

       d. Loa, Vietnam, Cambodia & Myanmar 

       23.  Which neighbor(s) had the most amount traveling in Thailand? 

              a. Taiwan   b. Malaysia and Singapore 

              c. China and Korea  d. Loa, Vietnam, Cambodia & Myanmar 
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Places visited most frequently by 
Asian travelers 

24.
________

0

1

2

3

4

5

6

Place

Column 1

Chiangmai & Chiang Rai

Krabi

Songkhla

Ubon, Udon & Nong Khai

Ayuttahy & Lop Buri

25.

24. What does the vertical line/axis represent? 

      a. Places   b. Provinces 

      c. Travelers (million)  d. Countries 

25. What does the first bar/column represent?

      a. Krabi   b. Bangkok 

     c. Songkhla   d. Chiangmai 
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26. About 4 million Malaysians, Singaporeans and Japanese appreciated Songkhla.

     What does ‘appreciate’ mean? 

     a. enjoy b. dislike c. dissatisfied  d. hate 

Directions : Read the order letter and choose the best 

answer for the order acknowledgement .

Siam international Co. Ltd,.
115/1 – 2 Suriwongse Road * Bangkok 10500 * Thailand 

Tel. 0-2215-6182 Fax:  0-2215-0088 

                                                   November 18, 2007 
Blubell Perfume Co,.  Ltd. 
503  Gammon House 
Hong Kong 

Dear Sirs: 

  Please send us the following items by air freight: 

Quantity Size  Description   Price/Dozen Amount 
4 doz.  1 oz.  Chanel No.5   US$360 US$1440 
5 doz.  2 oz.  Nina Ricci   US$144 US$720 
3 doz.  2 oz.  Fraiche Eau de Cologne  US$230 US$690 
6 doz.  4 oz.  Paco Rabanne Eau de Toiltette Us$400  US$2400 

Prices as quoted, c.i.f. Bangkok. 
  If any items are not available, please choose the nearest substitutes. 
  We will open a Letter of Credit with Hong Kong Bank as soon as we receive your 
order acknowledgement.  Prompt delivery will be appreciated. 

 Yours sincerely, 

Ayuth  Ketkla 

 Ayuth  Ketkla 

AK:  om 
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27. a. 2 doz.  b. 3 doz. 
      c. 4 doz.  d. 5 doz. 
28. a. US$ 1440 b. US$ 690 
      c. US$ 360  d. US$ 720 
29. a. 2 oz.  b. 3 oz. 
      c. 4 oz.  d. 5 oz. 
30. a. road services b. train 
      c. ship  d. air   
31. What does ‘dispatch’ in the letter   
       mean? 
       a. send  b. receive 

       c. sell  d. buy  

Dear  Mr.  Ketkla: 

This is to acknowledge with thanks your order of  18
th
 November for 

__27__ 2 oz.  Fraiche Eau de Cologne  @ US$230 per dozen   

4 doz. 1 oz.  Chanel No.5   @ __28__ ” 

5 doz. __29__  Nina Ricci   @ US$144 ” 

6 doz. 4 oz.  Paco Rabanne Eau de Toiltette @ Us$400 ”   

to be addressed to 

Siam international Co. Ltd,.

115/1 – 2 Suriwongse Road * Bangkok 10500 * Thailand

and dispatched c.i.f  Bangkok. 

The order will be dispatched on or before 30
th

 November by _____30_____ and so it should 

certainly reach you by 1
st
 December.

Please let us know if you need any further assistance. 

Yours truly, 
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Directions: Identify which statement below is rational or 

emotional appeal. Choose A for rational appeal and B for 

emotional appeal. 

(32-36)

32. These socks are of good quality and sell well. 

33. It fits easily in your pocket and purse. 

34. You will be wearing this beautiful men’s business swim suit and feel like royalty. 

35. Do you have trouble producing good-looking documents? 

36. What does ‘rational’ mean?

a. reasonable                   b. irrational 

c. unthinkable                  d. untruthful 

Directions: Read the announcement and choose the best 

answers.
We are proud to announce 

“ Los Heraldos” 

Our new Cuban band at Senor Pico 

and enjoy a pleasant evening with 

authentic Mexican Food.  

For reservations, call 02 261 7100 

ext. 7443, 7550

REMBRANDT

HOTEL

Bangkok

Sukhumvit Soi 18, Sukhumvit Rd. 

(Asoke or Phrom Phong Skytrain Station)
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37. What kind of this text is this? 

a. Invitation letter. 

b. Annoucement.

c. Sales letter. 

d. Ticket.

38. Which meal can we have there? 

a. Breakfast.

b. Lunch.

c. Dinner.

d. Coffee break. 

39. What kind of food will be served here? 

a. Mexican food. 

b. Cuban food. 

c.   Thai food. 

d.   Preserved food. 

40. How can we reserve? 

a. By telephoning. 

b. By skytrain. 

c. By Sukhumvit Rd. 

d. By e-mail. 

_______________________________________________
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Post Test

Directions : Choose the best answers based on the 

information in the following resume and application form.

Mr. Prasit Thammakul’s employment application form 

EXPERIENCE : (Start with your last position) 

Date Employed 

Name & Address of Employer 
From TO

Position Last Salary 

Micro Tech 15 South Sathorm Road 1999 2003 Assistant

Engineer

9,500 baht 

   UOI Electric 2003 present Engineer 12,000 baht 

SPECIAL ABILITIES : Use PC 

Aleda Potter 

Address :  24 Cheapside      

 London EC2V 6AA     

Phone :  0800 154 4478      

Date of Birth : 24 October 1979     

Objective : To work as an Accountant Manager 

Education :

 1998  – 2000 BA(Finance) St. Paul College, USA 

 1992 –  1997 Sanberry High School 

Work experience : 

 2003 to 2008 A chief accountant, Superior Supply Company 

 2000 – 2002 An accountant , Central Company 

Special skills and abilities:  Good typing (40 wpm) 

         Operate Excel and Power Point 

Language : German, Spanish, French 

Reference on request. 
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1. What position is Miss Potter applying for? 

a. an accountant manager  b. an accountant 

c. a chief accountant  d. an accountant assistant 

2.  What is Mr. Thammakul’s position? 

 a. an electronic engineer  b. an assistant engineer 

 c. an engineer   d. a PC engineer 

     3.   Now Miss Aleda Potter is a chief accountant. What does ‘chief ’ mean? 

 a. junior    b. senior 

 c. assistant   d. head 

     4.  Miss Aleda Potter can operate Excel and PowerPoint.

          What does ‘operate’ mean? 

 a. work    b. design 

            c. produce d. perform a surgical operation 

     5.  When did Mr. Thammakul start working for UOI Electric? 

a. 2003    b. 2008 

c. 1999    d. present  

6. Where does Miss Potter work? 

a. St. Paul College   c. Sanberry High School 

c. Superior Supply Company d. Central Company  
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Read the following job advertisements and choose the best 

answer.



  245

7. Wichit is 36 years old. He has completed Bachelor’s Degree in Mechanical Engineering. 

He has strong command of spoken and written English. He has 3 years experience in 

designing products. He has good skills in engineer drawing and technical report writing. 

He uses MS Office very well. What position will he apply for? 

a. a sales executive 

b. a sales manager 

c. a CAD design engineer 

d. a reporter 

8. Boonchai is 36 years old. Which vacancies can he apply for? 

a. a sales manager and a CAD design engineer 

b. a sales executive and a reporter 

c. a sales manager and a sales executive 

d. a CAD design engineer and a reporter 

9. Which position requires computer literacy? 

a. a sales executive 

b. a sales manager 

c. a reporter 

d. a CAD design engineer 

10. Wipha is 36 years old. She is  a holder of master degree in Marketing. She has worked as 

a sales assistant manager for 5 years. She has a good command of written and spoken 

English. She is a good team player. What position should she apply for? 

a. a CAD design engineer 

b. a sales manager 

c. a sales executive 

d. a reporter 

11. Which position does not require a Thai female candidate? 

a. sales executive  b.  CAD engineer 

c.    a sales manager   d.  a reporter 
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Directions : Read the telephone conversation and the telephone message and choose the best 

answer.

(The phone rings) 

Thep : Hello, Sales Department. 

Caller : Hello.  May I speak to Mr.  David Green Please? 

Thep : I’m sorry, he is in an executive meeting at the moment.  Would you like to leave a message? 

Caller : Yes, please.  Would you tell him that Mr. Zabel of Agricultural Products Company would      

like to talk to him? 

Thep : Excuse me.  How do you spell your name please? 

Caller : Z-a-b-e-l

Thep : Yes… Anything else?

Caller : Ask him to call me back at 2241810 as soon as possible.  I have something urgent to talk to   

him.   It is about the goods just delivered to me. 

Thep : Your number is two-two-four-one-eight-one-oh.  Is that right?

Caller : Yes, that’s right.  Thank you very much. 

Thep : You’re welcome.  I’ll certainly pass your message on to Mr.Green.

Good-bye.

Caller : Good-bye.
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12. Where does Mr. Zabel work? 

a. Green Products Company b. Agricultural Food Company 

c. Plant Products Company d. Agricultural Products Company 

13. Who does ‘you’ in the message refer to? 

a. Mr. Thep   b. the caller 

c. Mr. David Green  d. Mr. Zabel 

14. I have something urgent to talk to him. What does ‘urgent ’ mean? 

a. as soon as possible b. early 

c. lately   d. impossible 

15. Who does ‘He’ in the message refer to? 

a. Mr. Zabel   b. Mr. David Green 

c. Mr. Thep   d. the operator 

16. When did Thep take the message? 

a. August 10
th
 at 10.15 b. August 10

th
 in the morning 

c. October 10
th
 at 10.15 d. October 10

th
 in the afternoon 

Directions : Read the following article, look at the pie chart 

and the graph summarizing the main/general idea and 

choose the best answers filling in the missing parts. 

 Last year, a lot of our neighbors spent time on traveling in Thailand.  Most travelers 

came from Taiwan (20%), followed by China and Korea both 19 % and Japan (15 %).  Malaysia 

and Singapore accounted for 11 and 9 % respectively.  Other countries such as Laos, Vietnam, 

Cambodia and Myanmar showed the least amount of tourists. 

 Bangkok is a popular shopping centre for addicted tourists. 5.5 million passengers stayed 

for a few days before taking trips to other places.  The most interesting tourist attraction  are the 

Northern provinces, especially Chiang Mai and Chiang Rai.  Last year, 4.5 million travelers 

visited both places. 
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 Krabi is also the favorite place, serving 4.3 million people.  About 4 million Malaysians, 

Singaporeans and Japanese appreciated Sonkhla, while the same figure of Taiwanese, Koreans 

and Chinese preferred to attend the north-eastern culture, so they visited Ubon, Udon and Nong 

khai.  Some  tourists who were interested in historical towns (2.1 million) went to Ayutthaya and 

Lop Buri.

20%

19%

19%

7%

9%
11%

15%

Japan

18.

Singapore

Share of Asian travelers 
spending in Thailand 

Malaysia 

Korea

17.China

      17.  Which neighbor(s) had the most amount traveling in Thailand? 

              a. Taiwan   b. Malaysia and Singapore 

              c. China and Korea  d. Loa, Vietnam, Cambodia & Myanmar 

18. Which neighbor(s) had the least amount traveling in Thailand? 

       a. China and Korea  b. Taiwan  

       c. Malaysia and Singapore 

       d. Loa, Vietnam, Cambodia & Myanmar 
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Places visited most frequently by 
Asian travelers 

21.
________

0

1

2

3

4

5

6

Place

Column 1

Chiangmai & Chiang Rai
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Ubon, Udon & Nong Khai

Ayuttahy & Lop Buri

20.
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19. About 4 million Malaysians, Singaporeans and Japanese appreciated Songkhla.

     What does ‘appreciate’ mean? 

     a. enjoy b. dislike c. dissatisfied  d. hate 

20. What does the first bar/column represent?

      a. Krabi   b. Bangkok 

     c. Songkhla   d. Chiangmai 

21. What does the vertical line/axis represent? 

      a. Places   b. Provinces 

      c. Travelers (million)  d. Countries

Directions : Read the order letter and choose the best 

answer for the order acknowledgement .

Siam international Co. Ltd,.
115/1 – 2 Suriwongse Road * Bangkok 10500 * 

Thailand
Tel. 0-2215-6182 Fax:  0-2215-0088 

                                                   November 18, 2007 
Blubell Perfume Co,.  Ltd. 
503  Gammon House 
Hong Kong 

Dear Sirs: 

  Please send us the following items by air freight: 

Quantity Size  Description   Price/Dozen Amount 
4 doz.  1 oz.  Chanel No.5   US$360 US$1440 
5 doz.  2 oz.  Nina Ricci   US$144 US$720 
3 doz.  2 oz.  Fraiche Eau de Cologne  US$230 US$690 
6 doz.  4 oz.  Paco Rabanne Eau de Toiltette Us$400  US$2400 

Prices as quoted, c.i.f. Bangkok. 
  If any items are not available, please choose the nearest substitutes. 
  We will open a Letter of Credit with Hong Kong Bank as soon as we receive 
your order acknowledgement.  Prompt delivery will be appreciated. 

 Yours sincerely, 

Ayuth  Ketkla 

 Ayuth  Ketkla 
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Dear  Mr.  Ketkla: 

This is to acknowledge with thanks your order of  18
th
 November for 

__22__ 2 oz.  Fraiche Eau de Cologne  @ US$230 per dozen   

4 doz. 1 oz.  Chanel No.5   @ __23__ ” 

5 doz. __24__  Nina Ricci   @ US$144 ” 

6 doz. 4 oz.  Paco Rabanne Eau de Toiltette @ Us$400 ”   

to be addressed to 

Siam international Co. Ltd,.

115/1 – 2 Suriwongse Road * Bangkok 10500 * Thailand

and dispatched c.i.f  Bangkok. 

The order will be dispatched on or before 30
th

 November by _____25_____ and so it should 

certainly reach you by 1
st
 December.

Please let us know if you need any further assistance. 

Yours truly, 
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22. a. 2 doz.  b. 3 doz. 

      c. 4 doz.  d. 5 doz. 

23. a. US$ 1440  b. US$ 690 

      c. US$ 360  d. US$ 720 

24. a. 2 oz.  b. 3 oz. 

      c. 4 oz.  d. 5 oz. 

25. a. road services b. train 

      c. ship                     d. air 

26. What does ‘dispatch’ in the letter

       mean? 

       a. send  b. receive 

       c. sell  d. buy  

Directions: Identify which statement below is rational or 

emotional appeal. Choose A for rational appeal and B for 

emotional appeal. 

(27-31)

27. You will be wearing this beautiful men’s business swim suit and feel like royalty. 

28. These socks are of good quality and sell well. 

29. It fits easily in your pocket and purse. 

30. Do you have trouble producing good-looking documents? 

31. What does ‘rational’ mean?

a. reasonable                   b. irrational 

c. unthinkable                  d. untruthful 
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Directions: Read the announcement and choose the best 

answers.

32. What kind of this text is this? 

a. Invitation letter. 

b. Annoucement.

c. Sales letter. 

d. Ticket.

33. What kind of food will be served

      here? 

a. Mexican food. 

b. Cuban food. 

c.   Thai food. 

d.   Preserved food. 

34. How can we reserve? 

a. By telephoning. 

b. By skytrain. 

c. By Sukhumvit Rd. 

d. By e-mail. 

35. Which meal can we have there? 

a. Breakfast.

b. Lunch.

c. Dinner.

d. Coffee break. 

We are proud to announce 

“ Los Heraldos” 

Our new Cuban band at Senor Pico 

and enjoy a pleasant evening with 

authentic Mexican Food.  

For reservations, call 02 261 7100 

ext. 7443, 7550

REMBRANDT

HOTEL

Bangkok

Sukhumvit Soi 18, Sukhumvit Rd. 

(Asoke or Phrom Phong Skytrain Station) 
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Directions: Choose the best answers to fill in the blanks of 

the application letter according to the details of the resume.

   12  June 2008 

The Manager 

Human Resources Department 

TRANE THAILAND 

2 Sukhumvit Road 

Klongtoey, Bangkok 10110 

Dear Sir 

I have seen your advertisement for ‘Secretary’ in 

today’s ‘The Nation’ and wish to apply for this 

position.

I graduated in 
36

___________ in 

37
______________major from Rajamangala 

Institute of Technology,

38
__________________ campus. 

For the past 
39

____________ I have been working 

part-time as basis- general administrator at a 

private establishment doing the kind of job you 

demand from the secretary you are looking for. My 

part-time work includes operating a computer and 

using software such as Microsoft words , 

PowerPoint ,  Excel and Authorware. 

A copy of my full resume is enclosed. 

I look forward to being called for an interview. 

Yours faithfully, 

Pensri  Rampa 
Pensri  Rampa 

Resume

Name:  MISS PENSRI RAMPA 

Address:  25 Rama II road, Samae 

                Dum, Bangkhyuntien 

  Bangkok 10150 

Telephone No.:      218-4502 

Position applied for: Secretary 

Education: 2003 – 2006 bachelor’s degree 

in Business  Administration

(Business English Major)

  Rajamangala Institute of 

  Technology Borpitpimuk    

     Mahamek Campus 

Experience: 2006 – present  

Part - time 

  Basis-general administrator  

              Yuatan  Securities Co., Ltd. 

References: Mr. Kelly Winsley 

  General Manager 

  Yuatan Securities Co., Ltd. 

  28 Ploenchit Road, Pathumwan 

  Bangkok 10330 

  Telephone:  653-4200 

  Mrs  Amphai Traipote 

  Rajamangala Institute of 

  Technology Borpitpimuk   

     Mahamek Campus 

  Arkarn Songkroh Road, 

  Sathorn Bangkok 10120 

  Telephone : 286-3415 
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36. a. Business English  b. Borpitpimuk Mahamek 

      c. Business Administration d. Bachelor’s degree 

37. a. Business English  b. Accounting 

      c. Secretarial study  d. Business Administration 

38. a. Rajamangala Institute b. Borpitpimuk Mahamek 

      c. Yautan Securities  d. basis-general administrator 

39. a. four years   b. two years 

      c. five years   d. three years 

40. She works as general administrator. What does general mean?

      a. special   b. all or nearly all 

      c. local   d. particular 

_______________________________________________
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12  8 

 1  2  3 

S.D.

1 2 3 4 5 6 7 8 9 10 11 12

1 4.25 4.00 3.67 3.92 4.08 4.25 4.17 4.08 3.83 4.50 4.33 4.33   

1 SD 0.45 0.74 0.65 0.51 0.79 0.62 0.72 0.51 0.39 0.80 0.65 0.49   

1 3.96 4.15 4.25 4.12

1 SD 0.62 0.65 0.64 0.64

2 4.17 3.92 4.08 3.92 4.25 4.17 3.92 4.17 4.08 4.33 4.33 4.08   

2 SD 0.72 0.67 0.79 0.79 0.75 0.58 0.79 0.58 0.67 0.65 0.65 0.51   

2 4.02 4.13 4.21 4.12

2 SD 0.73 0.67 0.62 0.67

3 4.08 3.83 3.75 3.83 4.50 4.25 4.00 4.00 3.92 4.33 4.42 3.83   

3 SD 0.67 0.83 1.06 0.83 0.67 0.97 0.60 0.74 1.00 0.98 0.79 1.03   

3 3.88 4.19 4.13 4.06

3 SD 0.84 0.76 0.96 0.86

4 3.75 4.25 4.08 3.67 4.50 3.92 4.17 3.92 4.17 3.75 3.83 4.25   

4 SD 0.75 0.75 0.79 0.65 0.52 0.67 0.58 0.79 0.72 0.87 0.72 0.62   

4 3.94 4.13 4.00 4.02

4 SD 0.76 0.67 0.74 0.72

5 4.00 4.00 4.17 4.50 4.50 4.00 4.00 3.92 4.17 4.25 3.92 4.17   

5 SD 0.74 0.60 0.58 0.67 0.67 0.95 1.13 0.90 0.83 0.62 0.90 0.72   

5 4.17 4.10 4.13 4.13

5 SD 0.66 0.93 0.76 0.79

6 4.25 4.08 4.33 4.42 4.50 4.08 4.25 4.42 4.17 4.08 3.92 3.92   

6 SD 0.87 0.67 0.78 0.90 0.90 0.67 0.75 0.90 0.72 0.67 0.67 0.51   

6 4.27 4.31 4.02 4.20

6
SD 0.79 0.80 0.64 0.75
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 1 2  3 

S.D. 1 2 3 5 6 7 8 9 10 11 12

7 4.00 4.33 4.33 4.00 4.58 4.08 4.42 3.92 4.08 4.33 4.50 4.17   

7 SD 0.74 0.78 0.65 0.85 0.51 0.67 0.67 0.29 0.51 0.49 0.52 0.72   

7 4.17 4.25 4.27 4.23

7 SD 0.75 0.60 0.57 0.64

8 4.00 4.00 4.25 4.25 4.42 4.25 4.25 4.33 4.00 3.92 4.00 4.17   

8 SD 0.74 0.74 0.75 0.62 0.79 0.97 0.87 0.65 0.85 0.67 0.74 0.72   

8 4.13 4.31 4.02 4.15

8 SD 0.70 0.80 0.73 0.75

4.07 4.04 4.09 4.08 4.42 4.12 4.14 4.10 4.05 4.17 4.14 4.11   

  SD 0.72 0.71 0.79 0.76 0.71 0.77 0.78 0.71 0.73 0.74 0.74 0.69   

4.07 4.20 4.12 4.13

SD 0.74 0.75 0.72 0.73
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 SPSS 10.0 for windows 

Reliability
 ****** Method 1 (space saver) will be used for this analysis ****** 
_

  R E L I A B I L I T Y   A N A L Y S I S   -   S C A L E   (A L P H A) 

Reliability Coefficients 

N of Cases =     96.0                    N of Items = 12 

Alpha =    .8105 
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