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Fundamental English for Business
Communication

Initiating Business Contacts & Etiquette

Lecturer: Dr. Hassan Raza
FMS - SSRU




Why Is Politeness Important?

Makes a good first impression (d519A1UUS=NU D LLISAWU)
Shows respect in business (LLAQVADTULATSW)

Builds good relationships (a310AUFUWUSAG)
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Formal Greetings - First Meeting

"Good morning, my name Is Anna."
"Nice to meet you."

"How do you do?" (very formal)

"Goodbye." / "Have a nice day."



Common Mistake in Greetings

e "How are you?" Is just a greeting, not a
real question!

e Wrong: telling your real problems

e Better: "I'm fine, thank you. And you?"
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Exchanging Business Cards

e Offer and receive with TWO hands (§Ullaz§u Ol
dovuo)
« Look at the card before putting it away (QA2ULAU)
+ Keep the card visible during the meeting (010 [3(K
LKU)
 Never write on someone's card in front of them
(N1 gUDKUN)




Businege Card Phrageg T <

 "Here's my business card." (UAaUIUUQSUDY
WU/QauU)
« "May | have your card, please?" (uauluuQs

neulalko)
e "Thank you for your card." (usuAtudIKSU
.. uIuuQSs)
P ‘,~  "I'm afraid | don't have one with me." (valnu

[UGuwuasaa)
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Body Language (Part 1)
e Smile (8v)
e Make eye contact (du)

e Nod when listening (wgarun)

» Use polite gestures ({zn1n1vaniw)



Body Language (Part 2)

Stand straight, good posture (8uc>asv)

e Open arms, hands visible (Luutda JouavLKU)
. Face the person (KUKUILUIK)

e Keep 1-1.5 meter distance (1Jus:=g: 1-1.5
LUQS)



Asking Questions Politely

» "Can | ask you a question?" (voaulalku)
» "Could you help me, please?" (vaalalku)

e "May | know your name?" (vansiudalalku)



Answering Politely

e "Yes, of course." ([QLUUDU)
e "Certainly." (LLUUDUASU/AX)
e "I'm sorry, | don't khow." (U olny (U

NS1U)
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Expressing Gratitude

o "Thank you very much.” (uounAtuuln)

« "l appreciate your help." (UdUAUETKSUADIUYIYLKAD)

: "Thanks for your time." (UouAfUd1KSULDAT)



Making a Request

» "Could you send me the report, please?”
(Boradvsreviulkkuaslalku)

» "Would you mind helping me?" (428WU/QAU
[alku)

» "May | have your email?" (uodualalku)
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Saying "No" Politely

e Bad: "No."

o Better: "I'm afraid | can't." (thsvo1UlQ)

e "I'm sorry, that's not possible." (uolnu
Wuldlula)

 "Let me check and get back to you."

(UoQ1sJIdddUNDU)




Responding: You Know the Answer

"Yes, of course." ([auuusu)
o "Certainly." (LUuau)
e "I'd be happy to help." (8udui81K3ad)

e "Sure! Here's the Information..." (UAD

uoua...)



Responding: You Don't Know

o "I'm sorry, | don't know." (ualny (U
Ns1U)

e "I'm not sure, but let me find out for
you." (Iuuul yaasinasulk)

e "Let me check and get back to you."
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Asking for Clarification
« "Could you explain a bit more?" (Y2995 UIYIWU
[alkuy
 “I'm not sure | understand. Could you give me an
example?" (luuuld vooagvlalku)

"Do you mean..?" (KU18ANUN..[5[KD)



Pronunciation Practice

card (KAAD — n1sAq)
e colleague (KOL-eeg — noa-an)

o contact (KON-takt — Aou-lLLNAN)

e prospect (PROS-pekt — wsoa-tdan)

o appointment (UN-POYNT-ment — 9:=-wWo¥g
un-Lgun)
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What I Small Talk?

e Short, friendly conversation to build

connection (Unaunu1due) WaasvANUAU

lnY)
 Opens doors to trust (iUads:=qannuhim)
e \WWarms up meetings, builds rapport, leads
to opportunities (asvlon1anivssa)




Cultural Snapshot

e Thailand: polite, warm, indirect, wal, avoid
confrontation ([ng: dnw douAoW)

e International: small talk expected, direct eye contact
common (cvUs:LNA: auaasve) l‘(’Ju1§'a\)Uﬂc’1)

e Adapt to the setting — a friendly opener Is always

safe (Usumudaaiunisad)



Safe Topics vs. Avoid

o Safe: weather, travel, food, hobbies, light

weekend plans (Agla: 21m1A A1sI@uUNY
91K1S)

e Avoid: salary, politics, religion, sensitive

personal issues (138v: 1IBuldau AsLijov)

Keep It light and positive



Polite Icebreakers

e "Hi, I'm __. Nice to meet you." (aJaq wu/aau
59...)

+ "Is this your first time at this event?" (Gunsv
sAAUTKL)

e "How are you finding the conference so far?"
(vrutdugvvuv)

e Smile, speak clearly, and keep it short.



Introducing Yourself

e "I'm_,a majorat  University." (WU/Gau
go... Bouaiv...)

e "I'minterningat_."/"I'minterested in __."

e Example: "Hi, I'm Mal, a marketing student at

CU. I'm curious about digital ads."
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Asking Good Questions L3

« "What brings you to this event?" (9:[swinsfuun
ni)

» "What do you work on these days?" (@oud
vuo:lsos)

A « "How did you get started?" (l§luﬁu5\ﬂ\))

'hvbi

[ ) L L
| w) ) ))) JargiwalaAmaaungndiu)

 Opeh questions invite longer answers. (AOU




Weather Talk (Phrases)

"It's hot / humid / raining today.” (OU Usou /f}u /
Wuan)
« "What's the forecast for tomorrow?" (W&1ASEU
21MAWSLULDUTL D)
0 Hot season, rainy season, cool season

“The humidity is high." (A21WFUgL)



Weather Talk (Dialogues)

» A: Hot today, isn't it? B: Yeah, | might grab iced coffee
later.

e A:Looks like rain this evening. B: I'll bring an umbrella.

e A: The humidity is crazy. B: Bangkok summers are ho
joke.

« A:Do you check the forecast? B: Every morhing

before | leave.
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Travel & Commuting (11

» "How do you commute?” (LGUNLEV D)
» “Any trips coming up?” (UNSU1SJ9UlKL)

+ "Do you travel for work?" (GoOLAUNOIND
viulku)
« "l just got back from Chiang Mai." (IWbnau

NALTYV(KU)
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Travel (Dialogues)

e A: Do you commute by BTS? B: Mostly. It's faster
than driving.

e A: Any trips coming up? B: Maybe Chiang Mali next
month.

e A: How was your trip? B: Great—food was amazing.

e A: Do you travel for work? B: Sometimes, once a

guarter.




Hobbies (Phrages)

e "What do you do for fun?" (1a1210rMoz:[s)
» "Do you have any hobbies?" (Uv1uadisnlku)

e ‘'minto __." /"l enjoy __." (WU/QOUBDU..)



Hobbies (Dialogues)

A: What do you do for fun? B: | enjoy cooking. You?
A: I'm into football. B: Nice—do you play or watch?
A: | started guitar recently. B: Cool! Any favorite
songs?

A: | love photography. B: Film or digital?



Networking Etiquette

 Smile, eye contact, friendly tone (8u dumn 0
ldovduions)
e Respect personal space (lius:a:m\)r‘imm:au)
« Don't dominate the conversation (a8 wanu
Talip)
« Keep conversations balanced: ask—answer—
ask (aunuiwuuduaqa)
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Phrage Bank (Quick Reference) & (/@ s

"Hi, I'm . Nice to meet you."
"Is this seat taken?"

"| see. / Right. / Exactly."”

"Hot today, isn't it?"

"Do you travel much for work?"
"I'm into gaming and hiking."




o Repair Strategies

» "Sorry, could you repeat that?" (uolnu wadnasvla
Ku)
 "Do you meanh __?" (confirm) (Ku18AUN..[5[KD)

e  "Could you speak a little more slowly?" (waz1av
Kuaglalku)
e "Could you spell that, please?" (d=nalkKudglalku)



Mini Dialogue: Cards & Small Talk

: A: Here's my card. Nice to meet you.

e B: Thank you! Here's mine too. Is this your first
time here?
0 A: Yes, it is. Hot today, ish't it?

e« B:Yeah, very! Do you travel for work often?
A: Sometimes. | fly to Chiang Mai once a month.



Practice Dialogue Frame
Speaker A: "Hil My name Is . Here's my
business card. Is this your first time here?"

Speaker B: "Hi! I'm . Thank you! Here's mine
too. Yes, It is. Hot today, Isn't 1it?"




Key Vocabulary (1/2)

e Contact — person you know at a company
(AOU-LLNAN)

e Colleague — person you work with (roa-an)

e Client — person who buys from your company
(lPa-1dun)

e Prospect — a possible future client (wsoa-tdar)



Key Vocabulary (2/2)

o Appointment — a planned meeting time (9:=-wo¢g
un-LJun)

 Follow-up — contact after a meeting (Woa-laj-ow)

e Introduce — to present someone by name (9u-
ns:=-Qd)

e Network — to build business connections (LUin-

1DSA)
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