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Written communication
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-4 Activit m
*i y Match each means of communication with its definition.

n letter E e-mail E memo E report E notice

F @) awrittenor printed statement that gives information or a warning to people
_A @) awritten message that is usually put in an envelope and sent to someone
B @ a message that is sent using the computers connected together in
a network
_D an official note from one person to another in the same company or
organization
_E @a description of something that is usually written for someone who
needs particular information
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e Act-ivitym . . .
¢ - What is the formal term for memo? You may do research via books or the internet.

memorandum

o Activit m
‘“i Y What are the meanings of the following types of letters?

a letter of thanks a letter of apology a letter of complaint
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Wrmng and Saying Dates
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(American English) (British English)

Writing dates
* k Kk K K k k Kk * k Amerlccm English & British EnglishEE S T T T T TR E

(American English) Month Date, Year —.[]anuary 1, 2020 j

HUUA 2

(British English) Date Month Year —>[ 1 January 2020 j
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q actvin [P
‘“i y The following dates are written in British English. Rewrite

them in American English.

Xk k kS ok ok k& X K ke k% Kk dk ok ok X k % sk ok ok ok £, . g - - -
Soylng dOTeS 2 - M3PauIun UNEIDINLPUN ‘Jﬁﬂ'}iﬁﬂ\l‘)ﬂﬂ%’)ﬁ‘\bﬂﬂﬂ'&ﬂﬂﬂ
: uausvuvy lesdredumsanedens  American English wazsmmuuuy

American English & British English

Y i British English %38 @auuiun
* K sk Kk Sk K K k kK ok k k Kk k Kk k * *x * IS 9"““"“"@““‘”32":””‘ ﬁz i Briti 3 Afherd o
_ American English findouudeou  WUY Drilish American uazau
_wuwdl 1 81uuuy American English $uft W “E:‘}. (\lgmrlcan English @a1sn
March 3, 2009 (Lﬁ'.aammﬁﬂuuuu American English) . June 25“‘, 2019 6/25/2019 Upta
81N March the third, two thousand and nine 6/25/19 06/25/14 %

- =

~ A ]

wuu British English #irduf
Juroudou iu

25" June 2019  25/6/2019
25/6/19 25/06/19

Mﬁ;’g #7UUUY British English
3 March 2009 (1#4a931n1liBuuLIL British English)

8N The third of March, two thousand and nine
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-4 Activit m
*i y Work with a friend and practice saying the following dates.

January nineteen ninety

gwin the first of

(1 January 1990)4

(March 7, 2000 )

91471 March the seventh, two thousand

(17 September 2017)

91U71 The seventeenth of September, two thousand and seventeen

[November L. 8005)

914791 November the eleventh, two thousand and five

(3 May {015 )

91U The third of May, two thousand fifteen

s a = a o o W a o o v} § [ 9 . =
QA AvaAvsuas Uivn driinRuiteniius 31in arwndinguissauaandeutivenisyineu (English for Career Preparation) 3#e3%1 20000-1221 Lesson 8 8



Memo
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memos Jugunywaiives memo
""""""""""""""" d2u memorandum fhiFe@uvesstin memo

........
........
-------
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........
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-------------

................................. = =P ULuvnsuvunedn memo fiddn subject

............................................................ 21al¥dnwstio re nSs Re unuldisu
.......................................................... Re: Annual general meeting

re Annual meeting

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

~ a. ltis short and official.
b. It is written by one person or department to another.

(©)tis long and informal. . . |

. It is sent within the same company or organization.




§ acovin ]

Work with your friends. What is the following memo about?

To: All supervisors
From: Factory Manager

Subject: Machine Maintenance

Jun Uruno
Factory Manager

Seu:
n:
LY v
9iade:
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Please see the attached schedule for machine maintenance. I would like all of you to make sure that your team
members are aware of the maintenance schedule and that all machines will stop working during the maintenance.
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- Activit
’i y Below is an internal memorandum from a chairman to his staff.

Read this memo and write short answers to the questions.

First Technology Company Limited
Uuiinnnely
[EY wilnaumnving
2N UsEEIUUIEN
Sufi 18 Ramau 2562

o~ o—
o~ " . q
- Yy 1599 AZIBYUYNIIN Bando Technology
First Technology Company Limited
MEMORANDUM
1% £ % 1 L4 4 I3 a o = = 1
YaLRliNsIUINAUlAtEa NSIA VBIUSEN Luule walulad wazanzdn 3 vinu
To: All staff o !
From: Chairman SLYYUYU
Date:  August 18, 2019 = v wagAn g e & o = 8o v o @ o
S T T inw:sﬂusm?:mw 21 uay 3@3 éa:a’lmu 2562 Taausumn wuula walulag 3ne Wunile
Tugndrnelugiigavassaasndulinkiumn
Please be informed that Mr. Donald Trunk of Bando Technology and three of his R Tl ¢ vo 1 a A
GOlBAH8 676 Rotug 0 wisth s cotnpany direie s Pena hetweet A g8 R and B2, RULD, widnazdinalaunsnu U9l §Inn1slsenuaIIARERnANNAMEEN LYY

Bando Technology has bean one of our largest customers for the past ten years. w2 winenafianudnduiindnauusazaudesienalauisiu usad naudau wie
Even though Jonathan Brown, our factory manager, will escort the visitors, it might be & A , v & 0 L L T o o

necessary for individual staff members to help Mr. donathan Brown answer questions or  89U18NIZUIUMSHAATUAINYDINWEY AU muvalvinlnauynviusiuiusousunmsag

explain our production process in their sections. Therefore, I would like all staff members o o el \ o7e%, H 2 wer AN o Aefrimerall

& 51t BAGIE 4 L oot bt oleosia B b b Al hoa B | agvaudunazlinnudismaauazdeyaniuuszlevdiviniiasyinld

ag possible.

' =1
Your cooperation in this matter will be highly appreciated. °ua°ua‘uwsuqmpawgﬂummsquuau

= Wyl L1ead
Benjamin Kelly U5E61UUSEN
Chairman
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Questions about the memo

@ Who will be visiting First Technology? Mr. Donald Trunk of Bando Technology and

three of his colleagues

) When will the customer visit the company? _ 21-22 August 2019
@) Which company does Mr. Donald Trunk represent? Bando Technology
Who is the factory manager? _Jonathan Brown

Y Why is this customer's visit important to First Technology?__B8ando Technology has been
one of First Technology’s largest customers for the past ten years

What does the chairman ask all individual staff members to do? 7o give Mr. Trunk and
is eroup a warm welcome and to be as helpful and informative as possible
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E_i Acﬂvitym

appointment. Listen and repeat.

unsunuietaning lunsU fufinuedw

Listen to a conversation between
a secretary and an applicant about making an interview

~ 3

Secretary: Good afternoon, Jackson
Employment Agency. How can | assist
ou today?

L ) a o I3 s I3 73
aanny USenudadu Bunassiu
wlaud iaaz Jevlsvaelnuny

Applicant: Hello, 'm calling
to schedule an interview
for the marketing position.

Secretary: Yes, we have a 10 am.
slot open. Will that work for you?

@

Applicant: Perfect, 10 am. on

Wednesday it is. Will | need to
bring anything?

Ay Wueae 10 Tuadh

éinsu 10 TuadrFuns

nunsuNevalnviung
Funwalinumie
N15NANNASY

openings next week. Would Monday
or Wednesday be suitable for you?

—

Applicant: Wednesday
works best for me. Is there
\Ja time in the morning
available?

fiz 138AseEun18al
duanvintinae Aazaan
Tudunivizedunshing

nugzaINTunsAsy newdi
finnsnenslvuniu

dzaaninuny
— P
nufosiezlslutneasu

| Applicant: Thank you for]

your help!

Secretary: Please bring your |
resume, a list of references, ||
and a portfolio if you have [/ @
one.

o ) P o
ﬂ?mﬁu’]Liﬁy‘Lu 5’]8‘1!’2]‘1.!6'1?165’1\‘1@\‘1 /

uaznwasalwaloundy 4l = ?
Secretary: You're welcomel
We look forward to meeting
you. T
fudnAz 1Hwenuuzaz




. ' b4
Nnunauwmteau Juszleasunuindianineanu appointment (Matavang) avse i

Sentences Purposes
I'm calling to schedule an interview. Stating the purpose of the call
We have some openings next week. Informing the caller about availability

Would Monday or Wednesday be suitable for you? Offering options for the appointment

Wednesday works best for me. Indicating preference
Is there a time in the morning available? Requesting a specific time
We have a 10 a.m. slot open. Conrming a specific time slot
Will that work for you? Seeking confirmation
Perfect, 10 a.m. on Wednesday it is. Finalizing the appointment time
e_ s -
-d Activity . _
g Listen and repeat the sentences from the conversation
in Activity 8.9
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A Activit m
“i y Write short answers to the following questions about the

conversation in Activity 8.9.

@ What does the applicant want to do?

Doctor Luke’s

2} Which days of the next week can an interview be scheduled for ?
Jane

@) What time is the interview scheduled for on Wednesday?
He is a dentist

What are the three items the applicant is asked to bring to the interview?
No, he can’t

(53 How does the secretary respond to the applicant’s thanks?
10:30 am




Communicafion problems on the phone

¥ aa

2 disunsiidamaunias e msrwiviali

A\
q Activity (RE) N »
* * The following are various communication

problems that commonly occur during phone conversations.
Listen carefully and identify what they are.

Situation 1 Situation 2 Situation 3 Situation 4 kmps:ﬂeqmdem:w;y

Caller: Hello, I'd like to Caller: Hello, may | speak ~ Caller: Hello! Can | speak to ~ Caller: Hello again. | got cut '

speak to Anne, please. to Ben? Amanda, please? off a little while ago. I'd like m
A man: I'm afraid there’s A man: Could you speak A man: Hello? Hello? | can't 1o speak to Sam, please.

no Anne here. You have the a little louder, please? hear you. Can you call back? A man: Hold the line, please.

I'm putting you through.

g\

wrong number.

%
QN
Caller: aafrz (SuseAMUUAL Caller: adadrz vaiSeuaeduds Caller: eaffz vaagaIUaUAIAL Caller: #3gABnATeAL Wadnagaennly
Yo § = ) s o X ' @ ) ) " va Y Y :
A man: pansvhlifinuteuau Alizasu A man: Faewadstusnviesldluuaiu A man: #alvia dalvia nallildguaeasu AUVBTHUAIBUTNAL
AnlnsandaAsy aaaglnsnauandniilaluuasy A man: fieanednagasu uuirasloudansli
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4 ) AvAvsuas UTEW dnfunauus iR AMwIsINguASINAMUNSBULINEN15Yi191U (English for Career Preparation) $%&3%1 20000-1221 Lesson 8 6




Galler: Could [hzare 19t Caller: Hello. Could | caller: Hello, it's Jane here.  Caller: Hello, Jack. Is your
. ? .
ion 1295 please? speak to Bob, please’ Are you busy right now? brother there?
extension , please’ nd
2"4 Caller: How are you . : 5
R oy e ctoric) , A man: Hi, Jane. Hello! A man: He’s on the other
man: ... e nsion dolng’ Pau]? - Wher.e are you ” I , , m ]d Ik t
is busy. Would you care i Hello! ..... 'm sorry. It's a phone. Would you like to
to hold? 1%t Caller: Hellol Hellol Can  bad line. Put the phone hang on?
you hear me? down and I'll call you back,
Administrator: Hello. Jane.
I'm afraid we have g
a crossed live.
N
X)),
Caller: Hwsialyi 1295 Az 1% Caller: #alva vaiSoumelou . Caller: a¥afis fiouuzas aueay viowameull  Caller: afaiuin Avisvasnmogiu
A man: wasdeagliinaiu auazseluuaiy 2™ Caller: arusveflnuwen nauil Auagitlvu A man: a¥dfnsuiau dalua dalua velnwuzafu A man: fwgruiasinsdw agdnane au
1% Caller: Falva dalvia ldguluu dyaalifiiae Yaensaneuds wuazlnsnauld aunIziioanysalng
Administrator: #alvia #uNTIEBUIRLIUNY ugAFU 1o




i
-d Activity m
< Here are some common expressions used when there

are communication problems on the phone. Listen and repeat.

Words/ Sentences Meanings

https://eqreo.de/a/ufvVBF
You have the wrong number. Al TNdalunINg FESE

. vo X
Could you speak a little louder, please? | anthuniannalviansuuniion

I got cut off a little while ago. Mevan / Sygamnameidednes
Hold the line, please. nInfamusasnag

I'm putting you through. Madlauevasn o

extension waiea

Would you care to hold? / amaennazfiasesoly

Would you like to hang on?

%

AINBUAUBLNUNRENTA VDD
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Expressions Meanings )
The line is busy. aolsidng Bl
It’s a bad line. Frunallid
Put the phone down. TNWIRAW / qweaﬂutﬁa§uqﬁn1s
AUNU
He’s on the other phone. wniasnuagiudnae U na aﬁﬁwm@:ﬁau

Info Search

O‘. b B,ng G Auda

Google Search Engine foazls

Web Search Engine #3a#ii3andn8 ¢ 91 Search Engine \Uulusunsu
AauamaiTelinasnsadumdayaniedumesiiin n1sdumesulatizudu
v a < ¢ . v A do Ay &
frenslumaulefvag Search Engine AMNA8N1SRUNAINABINITIT 9INUY
Web search engine dasAuniiilann daya MigadasivAmldaum

Junaudl 1 : Waduludvas search engine 1y www.google.com,

4an Search| Engine

YAHO

; A web search engine, or simply a search engine, is

a computer program that helps you find information
on the internet. An online search begins when you visit
one of the web search engines and type in the keyword
you wish to look up. Then, the web search engine will

: www.yahoo.com
earch for content related to your keyword.

& a A do0 Aw ) ' ) o a 4 v
YunauN 2 : NuWANAINsAUNIlunaasAum uazna Enter visaaanUudumn
) P . v v ] v <
UYUABUMN 3 : Search Engine AzAuMUAzIanIWrastayanusznauludBIumNg
g ldAuniugnnuag
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v O Google X+
€ 9 @ G hipz/wwwgoogiecom|

I G Google - https//www.google.com Q Search Google X

Google

@, chiang mai university X m § &
°CHANGMNWNERSITY
W awvinendsioti — o inedistyh Soshal, dmomaine

Q. chiang mai university ranking
Q, chiang mai university journal of natural sciences

ChIaNg Mail unversity 0emonstration SChool
oo Seam (o dulort - & walonSortv ot

Q. ehiang mal university world ranking

Type the keyword in the search box and
hit Enter or click the Search button.

Go to a web search engine such as www.google.com or www.yahoo.com.

Go e (RS " w4 2a .--

il
Tt 4 gty O g
e
L
(Aarg Ve Beanry
O A e T A ] e ¢ — e
g T3 1 b b i T
Seperwry Facsie Py
B R e et Lo

The search engine will look for and
display the sites that contain the web
pages where the keyword has been found.




‘@ Activit m
ei Y Answer the following questions.

“» What is a search engine? _ it is a computer program that helps you look for

information on the Internet. The online search starts with going to one of the web

search engines and typing in the words we are going to find.

* What does a search engine search for and display after you enter a keyword?

_
9

h It will look for the content related to your word search.

A\

| L)
L5
&




Acuvwm“ Look at the three steps in

the following questions.

using a search engine. Then answer

o
=3
-
,
& )

—

a Ae Y m A student entered the keyword Salamanca Market, and the web
search engine displayed a list of web pages, each with a title and a link. Look carefully

at the picture below and answer the questions.

Google salamanca market

Qe Buwi Déup BDidlh &

@mﬂwm 11,300,000 :18m3 (0.78 %D

Home Salamanca Market

https:/iwww.salamancamarket.com.au/Home ¥ wlawinil i
Salamanca Market is one of Australia's most vibrant and loved outdoor market{

every Saturday. The Salamanca Market operates every ...

‘ How many results did the search engine show?
11,300,000 results

e Where is the Salamanca Market located?
Australia




e wwwblngcom )

Bing

Search Engine duiifias

- B~ www.yandex.com
Google e (Russian Web Search Services)

(www.yahoo.com ) ............................ Search Engine 'ﬁLﬂ‘u‘i’] Yandex

Heuduiunu quadlan S :

YaHoO! , el
www.baidu.com i
Chinese Web Search Services) J="

Bai'éb.'ﬁg



8.17 |
a AGﬂVW- Use various search engines to look up the following questions.

Compare and contrast the results. How are the findings from each search engine
similar to or different from each other?

What is Linkedin? k

Who is Jack Ma?

2018 North Korea-United States Singapore Summit
2022 FIFA World Cup

Wat Phra That Doi Suthep

AINBUIUBENUAALNI VR IO




GOOQ | e T |p5 most popular search engine provider. Learn
some tips and tricks to help you easily find

Google information on Google.

£ iP 1 anvldUszluadaudne wiu Where is the closet restaurant? (S uawnsing
e E . A - Vv Ve . o [ 4 — P
ngaavaguinule) niadidumimawnzaizas Asanaalddasnunasldans

Keep it si mple W restaurant silom (a3 Bulau)

G Currently, Google is considered the

Tip 2

winitnLisanasiunmas lslunisaum ‘lﬁ'ﬁﬁnﬁgﬂ'luTnsTﬂu‘luﬂmn"umum

- ¥ v } 2
. UTNW@as Chrome ualAumMYaus lnaldideana (voice
Search using v e (voice)

your voice

0 o =i & ° ar - - "
WP 3 il lumsduvmiuarndusiildnuamusSulasmallatsuwsvans Wu unudi

azld@97 my head hurts AasldAdn headache zllusnfionldiuuuduled
. 3/ Ld
- Use web ﬁ-lendly AUNSUNNEURTF UMW

words




MIENAM - VNAUAUANMANEINUMTENAM LA usuUae Google avaiae
'Y & Wamazna on lwsia mwuw"lmy v3a fRuWlan (Capitalization) — WAATAUYNUDN

Don’t wo rry about i Bangkok fiu bangkok uumuaunutmammmﬁnnau (Punctuation) — 138N
the ||tt|e thlngs sraausulval Wu ?1ob( [\ VR nnavmamn'ﬁﬁum

unsfvnuens q A3 Google WAL THINALANAZUEAHANIAUN

PayasmMWaIMeA (Weather) fuNInAUMTBYRRMWANMALA IRBNALW dmumtis
fiaensdaves weather W weather Bangkok

waunsu (Dictionary) tWewiNuW define mbddwinigasmmusmla W
dene intelligent

w3asAaiay (Calculations) shananldsumamsadindand Wald google 4
fwnilnla Wu 4+5984 (4 A 5984)

mawaswiiae (Unit conversions) iesfinwnswawizafidasms wu 10 dollars
in baht (Rudwou 3 raamianss Anduidulneium)




8.18
a Activ“y- Use Google to find out the following information.

* Who is the tallest man in the world? fneuluatiugasfidavesaou
*» A list of hospitals in Nonthaburi

** What is the weather forecast of Chiang Mai?

> Whatis the resultof 1X2X3X4X5X6X7X8X9X10?

«» How much is 100 dollars in yen?

Messaging Applicafions

Two of the most popular messaging applications in Thailand

Line WhatsApp




a Acmwm Listen to two people talking about

the messaging applications they are using.

I'm a 2o user. Most of my friends and
colleagues use the Line app. | chat with
them on the phone using Line. | believe eIy

s . . o 4 a o &0 W a  w oy o o A =
that Line is the most popular messaging waldlsunsalad Weuwazieuiivinsunudlvgildusundindulad nugsladmalnsdnsinuivou Tnenandiadnlay
2 ; - - o w y ] aa = % a o A X
2 R RE e e e e Juneundiadudsdornumduideuiigaludsamelng vilduwerande ladduweundnduiisnansaldannneasld wsizay
why Line is very popular among Thai people [T LI RE: bE e TR TR R R L PR R R I b

| use WD Messenger and work

in sales. My customers are from many dif-
ferent countries. WhatsApp has the largest
user base worldwide. Like Line, WhatsApp
features free calls. Since calls are free
between users on the same network, |

is that it is a sticker-based application.
Thai people enjoy visual and
non-verbal communication,
such as sending stickers.

use WhatsApp to make free calls to my

customers. | think Line is only
popular in some Asian countries,
whereas most of my customers
are not from Asia.

auldlusunsurenduaul dwineueie anArvesdudiulng
Junnnvaneuszme Tngrendusudiigndléauunniign ulan §1ns
TnsvSanunsavinldrinularl sendueudfvildiguiy wanilasannnising
luaSatreeriulidesu duasldrenduaudlunisinsntmgndn du
AndlaifuiidenlnsenizluusUsamdluieds gnéndaulugjvesdy
laildunanuszmaluiae




Ac !m Do you agree that the Line App is the most popular messenging
application in Thailand? Also discuss this with your friends.

a AO y m Are you a Line user or WhatsApp user? If you

do not use either of these, which messaging application do you use?
And why?

Q LG L e )




Write as many new words you have learned in this lesson as possible.
Amauduagiunagnilavaiaay

Which of the following dates are written in British English? Which are written
in American English?
@ 14 February 2019_British English () April 15, 1980_American English
O December 1, 2009 American English @ 11 August 2011 British English

Underline the correct words in brackets to complete the following sentences.

(call / have)
© Can1_make an appointment for Friday? (make /like)

© Do you have an appointment?

© Does tomorrow morning __suit __you? (have/suit)

@

0 back to Activity 8.13 and work in pairs. Role-play the conversation between

e L -t SO N
R [ 8

ant and patien en swap roies.

o é’ 1o aa
AmavIvagnugagWilavadsaau

Write a few common problems you may have when speaking on the phone.
§129679A798Y You have the wrong number. / You can’t hear the caller.

/ The line is busy.

What does this sentence mean? You have the wrong number.
Insiavisgay

a A‘ a o o o a s o o/ L 9 o . . o a
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What is your most frequently used search engine? Ask your friends the same
guestion.
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How many of your friends are Line users? And how many of
your friends are WhatsApp users? You may ask your friends
in order to find the answers.
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https://eqreo.de/a/C606XH




