umAB.3

578991 1551611 M5ARARSSNA

yoaatugaudne UNAINYSUT1UA UATUSY

INYNVA/ANL/FNVIIV ANYNYBEMERSardINNANEnT @191 Y8 BTN
nuail 1 Jayanaly

1. auazdas18 391
SiaIv 1551611 (FeAmawine) N3AARBNINGINY
@edminmdengy)  Business Correspondence
2. U
3 ein 3(3-0-6)
3. VaNgATLAzUsEINYadEIYI
nangnsAaUmansUaidia 81913910 8INGEIINT I AN IEAIUEEN
4. 97139ETURAYRUIIBIVILALDIRNTIE DY
ANINTEYSEIMENgRSAAUMARTUMIN NMENangusIna
5. mamsAne/AuTfiFey
mamsfinuit 1 fuli 3
6. eI TideuSeuNInau (Pre-requisite) (&)
luidl
7. seivdigeaSeundouiu (Co-requisite) (&%)
8. snuiliGou
UNINEYIIvN UATUTH
9. YuitdavimieusulssnuaziBeavasseivassanga

Fuil 26 ifew woedne WA 2554



umAB.3

UM 2 YAYINNIBUAZINUILEIA

1. YAYMUBVBITIYIY
wdaniiFou eivn 1551611 Msfnsegsfauds Undnwazses
1. dau3audlaanning gInakuusaIee kaga 1113005 U1gAIURANFAINYDY
IANLITINIA LA
2. aansndsuravnegaialukuudieg sieludasialuudieg wazaanueni-
MDULUUAEY) 1ol

3. ansauszendldanuinieniwidngelunsilisuaavinglaneuiasatsne u

'
Ly

YN b

fugdule

4. ausaUszendldanuimseunnlunisauAudeyadmnunatayasieg wug
iauedayale

o/

2. Inguszasalunisiany/Uiuugeseinn

Weliindnwianuisaiiolmdulununsovuinsgunandisgauaaudnuiuisyf
W.A. 2552

AUN 3 ANWAULLAZNITAIUNIS

1. A5V
= a ] & a ! A aa A cag v
ﬂTiLSUEJ‘lJ"\]ﬂViZLI’]‘EJﬁq'iﬂﬁ]U‘i%LﬂVWﬁ\‘is] ‘1/]\‘1LL‘U‘U‘VILUuV]’Nﬂ’ﬁLLﬁ%EULLUUV]EL‘mUﬁE]EJLaﬂVﬁEJUﬂﬁVIGLSU
ﬁ’ﬂﬂ lfljlu AANUIEDNU-FDU INNUIYLEUDVNY Qﬂ‘ViﬂJ’WEJG]EJU%J‘U LLﬁ%Qﬂ%MWSSUﬁﬁ’]L%u FIUT
TusUluUTIENUY kaguNAINmNINgINasIee
Writing various types of business letters in both conventional and electronic
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necessary forms of letters, reports and business articles.
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Week

Contents

Activities

Hours

Instructor

Orientation
Unit 1: Writing a

business message

- Teacher explains the course outline
description for students — the course
description, teaching contents, grading
criteria, and so forth.

- Teacher could explain the differences
of the genres of each business letters.
- Student could understand and
describe components of any business
messages e.g. fax, e-mail, memos, and
etc. correctly.

- Students can write short messages
followed the instructions correctly both

in_group and individual.

3 hours

Aj. Orranuch
Aegpongpaow

2-3

Unit 2: Writing a

business letter

-Students brainstorm the formats of
business letters found in the daily life
and in business fields.

- Teacher explains the various kinds of
business letters and the details for
each ‘component.

- Students could write down and
match the details in each partof the

business letter correctly.

6 hours

Aj. Orranuch
Aegpongpaow

Unit 3: Making an

enquiry

-Teacher explains what the enquiry
letters are and gives examples of useful
expressions in making an enquiry.
-Students can utilize the expressions in

the enquiry letters properly:




umAB.3

Unit 4: Replying to an

enquiry

-Teacher explains what the replied
enquiry letters are and gives examples
of useful expressions in replying an
enquiry.

-Students can utilize the expressions in

the enquiry letters properly.

3 hours

Aj. Orranuch
Aegpongpaow

Unit 5: Placing an order

-Teacher explains the letters for placing
an order and useful expressions in
placing the order.

-Students can utilize-the expressions in

the placing order in business fields

properly.

3 hours

Aj. Orranuch
Aegpongpaow

Unit 6: Acknowledging

an order

-Teacher explains the letters for
acknowledging an-order and useful
expressions in placing the order.
-Students can utilize the expressions in

the placing order in-business fields

properly.

3 hours

Aj. Orranuch
Aegpongpaow

Midterm: Examination

1 hour and a half (both multiple

choices and writing examination).

Presentation (Group)

3 hours

Aj. Orranuch
Aegpongpaow

10

Unit 7: Making a

complaint

-Teacher explains the letters for making
a complaint and useful expressions in
making a complaint.

-Students can utilize the expressions in

making a complaint properly.

3 hours

Aj. Orranuch
Aegpongpaow

11

Unit 8: Making an

adjustment

Teacher explains the letters for making
an adjustment and useful expressions
in making an adjustment

-Students can utilize the expressions in

making an adjustment properly.

3 hours

Aj. Orranuch
Aegpongpaow
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12

Unit 9: Making a

request for payment

Teacher explains the letters for making
a request for payment and useful
expressions in making a request for
payment.

-Students can utilize the
expressions in making a request for

payment properly.

3 hours

Aj. Orranuch
Aegpongpaow

13

Unit 10: Responding to

a request for payment

Teacher explains the letters for
responding to a request for payment
and useful expressions-in responding to
a request for payment.

-Students can utilize the
expressions in-responding to a request

for payment. properly:

3 hours

Aj. Orranuch
Aegpongpaow

14

Unit 11: Writing a sales

letter

Teacher explains what the sales letters
are and useful expressions in writing a
sales letter.

-Students can utilize the

expressions in writing a sales letter

properly.

3 hours

Aj. Orranuch
Aegpongpaow

15

Unit 12: Writing a

goodwill letter

Teacher explains what a goodwill letter
is and the useful expressions in-writing
a goodwill letter.

-Students can utilize the

expressions. in-writing a goodwill letter

properly.

3 hours

Aj. Orranuch
Aegpongpaow

16

Presentation.and Evaluation of the

business portfolio

3 hours

Aj. Orranuch
Aegpongpaow

17

Final examination

2 hours (both multiple choices and

writing examination).
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