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Unit One: The Business uazAavel AsOnsns
- Type of business - UTIENY WAATIER
- Sole proprietorship anyme
- Partnership - gnaagidezney
- Company - uwuuinka
- Types of organizational structure
- Span of control
- Line organizational structure
- The staff
- Office Equipment
- Telephoning
- Making an appointment
n-& Unit Two: Business Trip ) - éa online, ﬁaPower point ALYl @i.‘].!tu,"ﬁmu’]
- What is business trip uagIanest AIYONINI
- Trip document and accommodation - UTIENE WALTIER
- Invitation of business trip anuye
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- Letter of acceptance - un@rededsznau
- Passport - wUUHNYa
- Visa
- Trip
- Airline ticket
- Hotel
- Check in counter
- Schedule
& Unit Three: Business Letters o - ﬁia online, f%iaPower point Nﬂ.m.‘q:mjtyﬂ
- Letters uazAave AsYansns
- Standard Parts of a letter - UTIENY WAATER
- Heading aniy
- Dateline - un@eddiEnau
- Inside Address - wuURnYia
- Salutation
- Complimentary Close
- Signature Block
- Company name in signature block
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- Articles uazAdne AsOnsns
- Nouns - UTIENY WAATIER
- Pronoun anyy
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- Present simple tense
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- Definition of reading wasIanA AIYONINI
- Phonetics symbols - UIENY AR
- International Phonetics Alphabet anyne
(IPA) and Thai letters - un@ededeenay
- Company History - wuuinia
- E-mail
- Memorandum
- Report
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- Advertisement

- Credit Bureau

- Numbers

- Tables Charts and Graphs
- Bar Chart

- Pie Chart

- Atrticle
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Unit Six: Listening and Speaking in

Business Conversation
- The Importance of Listening
- The Importance of Speaking
- Openings and Closings
- Introductions
- Invitations
- Getting People’s Attention and
Interrupting

- Thanking People and Replying to
Thanks

- Asking for and Giving Personal
Information

- Education

- Jobs and Work

- Telling Time

- Distance

- Frequency

- Price

- Describing Department

- Food and Beverage

- Hobbies, Free time, Sports, and
Entertainment

- Buying Things

70 online, FaPower point
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Unit Seven: Language Study Two

- Present Simple Tense

Prepositions

Prepositional Phrases

Noun Phrases
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@) Boonyopakorn, K, (2016). English for Basic Business Communication. Bangkok: Suan Sunandha Rajabhat

University.
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@) Dignen, B. (2003). Communicating in Business English. New York: Compass Publishing Inc.

o) Madura, J. (2007). Introduction to Business (4th ed.). The United States: South-

Western, Thomson Corporation.
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