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Business English Curriculum

Course Objectives of Business English in Commercial Schools of
Thailand

1. To develop the ability to correctly use communicative of business English.
2. To practice the skills of English for professional use for a higher level of education.
3. To develop reading skills to search for wider knowledge and keep abreast of new
technology.
4. To promote English cultural understanding leading to good relationship among
English speaking countries.
5. To be able to use English as a tool to seek information from articles or documents

in order to provide information for the job or for further study.

Sk

To learn the English culture which is a part of the language.

Course Description of Business English in Commercial Schools of

Thailand
Practice English listening, speaking, reading, and writing skifls emphasizing listening to
the messages spoken, read, or recorded in the advanced level; be able to respond to
native speakers; be able to read complicated business texts such as faxes, messages,
telephone messages, memos, notices, and E-Mail including business letters; and be
able to use business vocabulary and idioms in writing complaint letters, job application

letters, resume, and filling job application form.
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1.

ENGLISH READING COMPREHENSION TEST

BANGKOK BANK PUBLIC COMPANY LIMITED

is seeking to hire a number of

| CREDIT PROFESSIONALS |

Candidates should be well-rounded a.1d energetic persons who. -
nossess the following qualifications
4 Master Degree in Business Administration/Accounting/
Finance/Fconomics :
., TEAM LEADERS: at least 10 years experience in Credit
or Investment Banking :
». ACCOUNT MANAGERS: at least 5 years experience in
Credit or Investment Banking :
¢ [uency in written and spoken English
¢ legal kncwledge with understanding of requiations in
banking will be an advantage
Interested persons should send resumes stating qualifications,
experience, present and expected salary together with tran- .
script and one recent photo by February 28, 1999 to :

Ms Wattanee Makarporn
Investment & international Banking Group. - Human Resources

BANGKOK BANK PUBLIC COMPANY LIMITED
25th Floor, Tower 1,333 Silom Road, Bangkok 10500

All applications will be handled confidentially.

Source: Classified. (1999, January 29). Bangkok Post, p.4.

. The information in the advertisement is about

a. sales opportunities C. special services

b. job opportunities d. special businesses

In this advertisement, the Bangkok Bank Public Company Limited
is not
a. looking for credit professionals C. advertising for Team Leaders

b. advertising for Account Managers d. recommending the Bangkok Bank

87
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3. What jobs are offered in the advertisement?
a. Business Administrators and Team Leaders
b. Business Administrators and Account Managers
c. Accountants and Team Leaders
d. Account Managers and Team Leaders

4. Which are the qualifications for the posts offered in the

advertisement?
a. The applicant should have a Bachelor’s Degree in Business Administration.
b. The applicant should have two years’ experience in Credit or investment
Banking.
c. The applicant should have legal knowledge with understanding of regulations in
banking.
d. The applicant should have fluency in reading and listening to English.

5. Which is not included in the resumes interested persons have to

send to the bank?
a. additionat interest ¢. recent photo

b. previous experience d. expected salary

6. Four people apply for the job in the Bangkok Post of January 29,
1999. Which is the best person for the post of Team Leader?

a. Prapa got her Master’s Degree in Marketing. She has worked with a bank for
five years. She is fluent in English.

b. Natee got his Master’s Degree in Economics last year. He has worked in
credit banking for five months. He is fluent in English.

c. Jomjai got her Master’s Degree in Finance. She has worked with an
investment bank for twelve years. She is very fluent in English.

d. Suchart got his Bachelor’s Degree in Business Administration. He has worked

with an advertising company for ten years. He is quite fluent in English.
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7. Who will be most interested in this advertisement?

a. An English language translator ¢. A Human Resources manager
b. A finance manager d. A professional investor
8. is a skill, personal quality, or type of experience that

makes you suitable for a particular job or position.
a. Advantage ¢. Knowledge

b. Fluency d. Qualification

9. What does “candidates” in the advestisement mean?
a. persons who apply for the job ¢. persons who speak English well

b. persons who read the advertisement  d. persons who have experience

10. The word “salary” means .

a. money gained in business ¢. payment for regular employment

b. money for competition d. income gained from selling goods

Il. Bead the passage below and choose the best answers.

1 Buying and selling in the United States has largely become a cashless
process. For convenience and security reasons, more than 90 percent of goods
and services are bought and sold on credit. Millions of dollars of business
transactions are done on a credit basis each year, so it's not surprising that a

5 certain number of “buy now and pay later” customers either fail to or are unable
to “pay later.” This creates what is referred to in business as “bad debt” and
causes the seller to start the collection process to reduce losses.

Customers usually settle their accounts by cheque when payment is due,
according to the terms of payment. However, some overlook the date and have

10 to be reminded of the amount past due. There usually are three letters in the

series. The first letter is written in a friendly tone, as the delay may have been
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due to an oversight. When payment has not been received in reply to this
reminder, the creditor will write again in a firmer tone. If the debtor gives no
reason for non-payment and sends no remittance, the last letter is written to
inform him that the creditor is going to use the services of a collection agency or
to take legal action.

There may be good reasons for a customer’s inability to pay. Where possible,
he should at least make a part payment and agree to settle the balance of his

account within a reasonable time.

Source: Pothisorn, Watchara. 1995. Business English 2. Bangkok: Wangausorn Press.

11.

12.

13.

14.

This passage is mainly about

a. a cashless process C. a good debt

b. a cash payment d. a bad debt

What’s the main purpose of this passage?

a. To promote the idea for customers to “buy now and pay later”

b. To advise the readers to pay by cheque

c. To start the collection process to reduce losses

d. To describe the cashless process of buying and selling in the USA
What does “buy now and pay later” in fine 5 mean?

a. collection process ¢. cashless debt

b. business transaction d. bad debt

What is the main idea of the second paragraph (line 8 - 16)?
a. The definition of the cashless process

b. A method to deal with the debtor

c. The reasons why the customers do not pay

d. A way to write a collection letter



15.

16.

17.

18.

19.

20.
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The purpose of the creditor’s writing the first letter is to

a. request the debtor to pay by credit card

b. warn the debtor of legal action

¢. remind the debtor to pay money

d. force the debtor to pay money

Why are goods and services bought and sold on credit?

a. For the convenience of being in debt.
b. For ease and safety in ordering goods and services.
¢. For difficulty in buying goods and services.

d. For paying quickly in cash.

If the debtor does not pay the debt, the creditor may__ _

a. take legal action €. go to an illegal agency

b. write a complaint letter d. use the services of the police
A is money which the customer owes the seller.

a. payment c. cheque

b. credit d. debt

The word “business transactions” in line 3 means

a. transforming business ¢. performing business

b. transferring business d. rejecting business

What does “debtor” in line 13 mean?

a. something owed to someone ¢. person who lends money

b. someone who owes money d. person who delivers the goods
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1108 Wilshire Boulevard
Los Angeles, California 90041, U.S.A.
November 10,1994

Montri Textile Company
89 Vipavadee Rangsit Road
Huay Khwang, Bangkok 10400
THAILAND
Gentlemen:

Thank you for your delivery of the *Rebecca’ dresses, which we
ordered on November 4. However, we wish to draw your attention to the following
problem.

We regret that there are five dresses in lighter red than the others.
We are returning these dresses by separate mail, and would like to ask you to
replace them with those in the correct order.

We look forward to your dealing with this problem without delay.

Very truly yours,
Jamee Matthews

James Matthews

Manager

92

Source: Pothisorn, Watchara. 1995. Business English 2. Bangkok: Wangaugsorn

Press.



21,

22.

23.

24.

25.

26.

27.

What is the type of this letter?

a. Order letter ¢. Credit letter

b. Collection letter d. Complaint letter
What is this letter about?

a. An error that was made by Montri Textile Company.

b. An error that was made by James Matthews.

c. An error that was made by Matthews Garment Company.

d. An error that was made by Gentlemen.

What is the writer’s purpose in writing this letter?

a. To accept the goods ¢. To.complain about the goods
b. To apologise for the damaged goods d. To order the goods
The letter is written___

a. politely and formally c. rudely and angrily

b. personally and eagerly d. seriously and informally
The word “delivery” in the first line of the letter means

a. finding out by effort c. returning goods by mail

b. dealing with problems d. sending goods to the company

The word “regret” in line 4 means

a. feeling sorry ¢c. feeling glad

b. feeling worried d. feeling angry

The word “dealing with” in the last line of the letter means
a. being careful about ¢. taking action about

b. getting control of d. expressing idea about
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Test format : items of 4-choice M-C format, 1 point each

Business. English Reading Comprehensi

Tabie of Specification
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Reading subskills Advertisement | Business Business # of items
article letter

1. Guessing unfamiliar 1 (item 9} 2 (item13,20) | 2 (item 25,27} 5
words

2. Recognizing general 2 (item 8,10) 2 (item 18,19} 1 (item 26) )
business vocabulary

3. Determining main 1 (item 1) 2 (item 11,14) § 2 {item 22,23) 5

ideas

4. |dentifying factual 4 3 - 7
details within a text. (item 2,345} [ (item15,16,17)

5. Inferring information 2 (item 6,7) 1 (item 12) 2 (item 21,24) 5
from textual clues.

Total 27

Answer Key of the Reading Comprehension Test

down
o

9.
10.
11.
12.
13.
14.
15.
16.

a

c

17. a
18. d
19. ¢
20. b
21. d
22. 3
23. ¢
24. a

25.
26.

27.
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The Questionnaire
Problems in Reading Business English Texts and Factors Causing the
Reading Problems of First-Year Higher Level Students at Commercial

Schools in Amphur Muang, Chiangmai

This questionnaire is divided into two parts:
1. Problems of the responder in reading and understanding business English texts
2. Factors affecting responder achievement and/or failure in reading business English

texts. These consist of five different headings.

1. Problems in reading and understanding business English texts
Directions: Cross only the number that you agree with.
Each number stands for the followings:

5 = the most 4 = much 3 = average 2 = little 1 = very little

How much difficulty do you think the following English reading subskills are?

1. Reading and understanding...

1.1 Vocahulary and idioms in business English texts 112131415
1.2 Short sentences in business English articles 112131415
1.3 Long sentences in business English articles 112131415

1.4 Details of shorter business English texts such as those in faxes or 1121314 1|5

letters

1.5 Details of longer business English texts such as those in the 11213415

internet or newspapers

1.6 Main idea of shorter business English articles 1121314165

1.7 Main idea of longer business English articles 1121314165
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1.8 Sequence of the events in business English texts 1 (2 |3 |4 |5
1.9 Main ideas of various kinds of business English letters 1 12 13 |4 |5
1.10 Different forms of business English letters 112 |3 (4 1|5
2. Concluding the type of letter 1 12 {3 |4 {5
3. Interpreting what the writer’s purpose is in writing the letter 17912 |3 |4 |b
4. Understanding business English texts by using prior knowledge 1T 12 13 |4 15
B. Using grammatical knowledge to comprehend the business text 1.12 |3 (4 |5
2. Factors affecting student achievement and/or failure in reading

business English texts

Directions: Cross only the number that you agree with.
Each letter stands for the followings:

5 = the most 4 = much 3 = average 2 = little 1 = very little

1} How much the following factors of yourself have an effect on your reading and

understanding business English text?

1. In your opinion, English is...
1.1 useful and required in learning business 514 13 12 |1
1.2 useful and required in working 514 |32 |1

1.3 useful and required in daily life 5 14 (312 |1
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2. How much do the following_reading strategies which you prefer to use in reading

business English?

Before reading

2.1 Notice numbers, pictures, or tables 3 1
2.2 Notice the type of English articles or letters 3 1
2.3 Look through the conclusion of the text 3 1
While reading

2.4 Guess the meanings of unknown words from context clues 3 1
2.5 Underline the key points of the text 3 1
2.6 Notice the sentence structure in the text 3 1
2.7 Take note only the key points of the text 3 1
2.8 Skim in order to find main ideas 3 1
2.9 Scan in order 1o find supporting details 3 1
After reading

2.10 Summarize the English reading text 3 1

2) What languages between Thai and English do you prefer your teacher to speak in

the business English classroom?

1. The teacher who speaks only English in the classroom 3 1
2. The teacher who spsaks only Thai in the classroom 3 1
3. The teacher who speaks both Thai and English in the classroom 3 1




106
3} How much do the following teaching techniques in reading which you prefer in your
business English calss?

Before reading

1. Guide students to the topic of the text 5 14 1312 |1
2. Explain the business terms in the text 5 1413 |2 {1
3. Explain the idioms in the text 514 13 [2 |1
4. Explain the complex structures in the text 5 14 |13 (2 |1
5. Construct the guided questions to the text 514 (3 12 |1
6. Explain -the English directions 5 (4 |3 (2 |1
7. Teach how to differentiate the type of texts 5 (4 13 |2 |1
8. Teach students to examine the conclusion 5 (4 13 (2 |1
9. Teach students to notice the numbers, pictures, tables, o signs 5 14 |3 |12 |1

While reading

10. Teach students to notice the punctuation, abbreviation, symbol, 5 |4 |3 (2 |1
spelling in the text
11. Teach students to categorize the type of letters or articles 5 14 |3 12 |1
12. Teach students to use prior knowledge while reading the text 5 14 |3 |2 |1
13. Teach students to guess the meanings of unknown words 514 |3 12 |1
14. Teach students to skim in order to find main ideas 514 13 12 |1
15. Teach students to underine the key points in the text 514 |3 (2 |1
16. Let students help one ancther by discussing about the text 5 14 |3 |2 |1
17. Let students make questions from the text they are reading 514 |13 12 (1
18. Teach students to translate the English text into Thai 514 |3 |2 11

After reading

19. Ask students the questions from the text 51413 |2 |1

20. Ask questions relfating to students attitude or daily life 5 14 |3 12 |1

21. Teach sfudents to summarize the reading text 5 |4 13 12 {1
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4) How much do the following environments affect your reading and understanding
in business English texts?

Internal/classroom environment

1. Not tco big or too small classroom 5 14 1312 |1
2. Class size with 30-35 students 5 14 1312 |1
3. Air-conditioner and enough light without noise 5 14 13 {2 |1
4. Right position of board and teaching equipment 514 |3 (|2 |1

External environment

1. Parents, relatives, and friends’ encouragement 112 |3 (4|5

2. English media such as warnings, advertisements, words in 112 13 |4 |5

magazine, newspapers, of television

5) How much do the following teaching aids affect your reading and understanding

in business English texts?

1. The textbooks used in Tor Sor 012-013 (Business English 5 14 13 12 |1

textbooks) have the content you prefer.

2. The content in the textbooks used in Tor Sor 012-013} is difficult. 5 4 13 (2 |1

3. Supplementary documents are taken from business texts, b |4 3 2 |1

magazines, and newspapers.

4. Realia of business documents such as letters, faxes, and internet 514 1312 |1

5. Shorter business English context such as signs, warnings, ads, and |5 [4 |3 {2 |1

instructions in using tools or equipment

6. Words cards with business Engfish terms 5 14 13 ]2 11

7. Modern technological equipment such as an overhead projector,a |5 |4 |3 [2 |1

slide, 2 computer, a video, and a CD-ROM

Thank you very much for your cooperation
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Data Analysis of the Difficulty Index (p value) and Item Discriminability

Index (d value) for the Reading Test

ltem RU RL p d g=1-p pPq
1 30 6 0.55 0.73 0.45 0.25
2 25 8 0.50 0.52 0.50 0.25
3 27 5 0.48 0.67 0.52 0.25
4 32 1 0.65 0.64 0.35 0.23
5 22 8 0.45 0.42 0.55 0.25
6 29 4 0.50 0.76 0.50 0.25
7 22 3 0.38 0.58 0.62 0.24
8 28 4 0.48 0.73 0.52 0.25
9 28 2 0.45 0.79 0.65 0.25
10 28 7 0.53 0.64 0.47 0.25
11 19 10 0.44 0.27 0.56 0.25
12 14 3 0.26 0.33 0.74 0.19
13 8 7 0.23 0.03 0.77 0.18
14 22 5 0.41 0.52 0.59 0.24
15 28 10 0.58 0.55 0.42 0.24
16 19 18 0.56 0.03 0.44 0.25
17 17 5 0.33 0.36 0.67 0.22
18 13 0.23 0.33 0.77 0.18
19 17 7 0.36 0.30 0.64 0.23
20 19 9 0.42 0.30 0.58 0.24
21 3 0.58 0.85 0.42 0.24
22 26 6 0.48 0.61 0.52 0.25
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Item RU RL p d g=1-p pq
23 24 9 0.50 0.45 0.50 0.25
24 24 8 0.48 0.48 0.52 0.25
25 28 4 0.48 0.73 0.62 0.25
26 32 12 0.67 0.61 0.33 0.22
27 15 4 0.29 0.33 0.71 0.21
Dpq = 634

Reliability of the test by using Kuder-Richardson formula 20 (K-R 20)

r

= 091

= K [1-pg ]
2

k-1

= 27 | 1-634]
26 50.12

= 1.04 [ 1-013 ]

= 104 [ 087 ]

= 0.9048
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Scores and Percentage that the Samples Get from the Reading Comprehension Test

Sample number Scores Percentage
1 9 3333
2 6 2222
3 4 14.81
4 6 22.22
5 4 14.81
6 9 33.33
7 5 18.52
8 5 18.62
9 9 33.33

10 4 14.81
1 7 2593
12 7 25.93
13 7 25.93
14 7 25.93
15 10 37.04
16 3 11.11
17 8 29.63
18 5 18.62
19 5 18.52
20 6 22.22
21 1 3.70
22 4 14.81 .
23 4 14.81
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Sample number Scores Percentage
24 1 40.74
25 10 37.04
26 4 14.81
27 7 25.93
28 9 33.33
29 6 22.22
30 6 2222
31 17 62.96
32 14 51.85
33 16 59.26
34 13 48.15
35 21 77.78
36 19 70.37
37 15 55.56
38 4 14.81
39 18 66.67
40 10 37.04
41 8 29.63
42 15 55.56
43 19 70.37
44 17 62.96
45 20 74.07
46 20 74.07
47 17 62.96
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Samples Scores Percentage
48 19 70.37
49 18 66.67
50 12 44.44
51 14 51.85
52 15 55.56
53 6 2222
54 16 59.26
b5 17 62.96
56 5 18.52
57 8 29.63
58 13 48.15
59 18 66.67
60 17 62.96
61 18 66.67
62 9 33.33
63 16 59.26
64 16 59.26
65 16 59.26
66 18 66.67
67 6 2222
68 20 74.07
69 17 62.96
70 19 70.37
Al 9 33.33
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Samples Scores Percentage
72 10 37.04
73 7 25.93
74 10 37.04
75 7 2593
76 10 37.04
77 9 33.33
78 6 22.22
79 10 37.04
80 10 37.04
81 7 25.93
82 12 44.44
83 11 40.74
84 7 25.93
85 11 40.74
86 9 33.33
87 14 51.85
88 15 55.56
89 16 59.26
90 12 44.44
91 14 51.85
92 16 59.26
93 13 48.15
94 15 55.56
95 14 51.85
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Samples Scores Percentage
96 17 62.96
97 21 77.78
98 19 70.37
9 21 7778

100 15 55.56
101 14 51.85
102 19 70.37
103 16 59.26
104 14 51.85
105 17 62.96
106 22 81.48
107 20 74.07
108 20 74.07
109 23 85.19
110 24 88.89
1M 14 51.85
112 25 92.59
113 15 55.56
114 9 3333
115 10 37.04
116 10 37.04
117 11 40.74
118 6 2222
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Samples

Scores Percentage
119 9 33.33
120 9 3333

Stx = 1458
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Scores of the Five Reading Comprehension Skills that Samples Get from the Reading

Comprehension Test

Sample Main ideas Details Inferences | Recognition Guessing

number [b] [7] (5} {5] (5]
1 1 2 1 2 3
2 2 2 0 i 1
3 1 3 0 0 0
4 1 1 2 0 2
5 1 2 1 0 0
6 0 3 1 1 4
7 1 2 0 1 1
8 1 2 0 0 2
9 2 4 0 2 1
10 1 1 0 1 1
1 0 4 1 0 2
12 2 3 1 1 0
13 2 3 1 1 0
14 1 4 0 2 0
15 3 1 3 2 1
16 0 1 1 0 1
17 2 1 2 1
18 0 1 2 1 1
19 2 1 i 1 0
20 0 4 0 1 1
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Guessing

(5]

Recognition

[5]

Inferences

(5]

Details

{7)

Main ideas

(5]

Sample

number

21

22

23

24

25

26

27

28

29

30

31

32

33

35

36
37

38

39

41

42
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Guessing

[5]

Recognition

[5]

Inferences

(5

Details

[7]

Main ideas

[5]

Sample

number

45

47

49

50

51

52

53

bb

56

57

59

61

62

65

66
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Guessing

5]

Recognition

(5]

Inferences

(5]

Details

(7]

Main ideas

[5]

Sample

number

67

68

69

70

1

72

73

74

75

76

77

78

79

80

81

82

85

86

87

89
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Guessing

[5]

Recognition

(5]

Inferences

(5]

Details

(7]

Main ideas

(5]

Sample

number

90

91

92

a3

95

96

97

98
99

100

101

102

103

104
105

106

107

108

109

110
1

112
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Sample Main ideas Details Inferences | Recognition Guessing

number (5] {7] (5] (5] )
113 4 3 4 2 2
114 2 2 2 2 1
115 0 5 2 1 2
116 2 4 1 1 2
117 3 2 1 3 2
118 2 4 0 0 0
119 2 3 0 3 1
120 2 2 y 0 3
Total 278 427 255 266 232




Mean and Percentage that the Samples Can Do from the Five Reading
Comprehension Subskills and Each of Them

Mean of the five subskills

B

120
= 12.15

Percentage of the five subskills = 12.15 x 100

27

= 45 percent

Mean of determining main ideas = 278

120

= 232

Percentage of determining main ideas = 2.32 x 100

= 46.40 percent

Mean of identifying factual details = 427
120
= 3.56
Percentage of identifying factual details = 3.56 x 100
7

= 50.86 percent
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Mean of making inferences

Percentage of making inferences

Mean of recognizing general vocabulary

Percentage of recognizing general vocabulary

Mean of guessing the meanings of words

Percentage of guessing the meanings of words

120
2.13

4260 percent

120

2.22

44.40 percent

120
1.93

38.60 percent
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Data Analysis of the Difficulty Index (p value) and Item Discriminability

Index {d value) for the Trial Test

ltem RU RL p d g=1-p pq
1 10 4 0.64 0.55 0.36 0.23

2 9 5 0.64 0.36 0.36 0.23

3 11 3 0.64 0.73 0.36 0.23
4 9 4 0.59 0.45 0.41 0.24

5 9 2 0.50 0.64 0.50 0.25

6 10 3 0.59 0.64 0.41 0.24

7 7 3 0.45 0.36 0.55 0.25

8 9 4 0.59 0.45 0.41 0.24

9 7 2 0.41 0.45 0.59 0.24
10 8 3 0.50 0.45 0.50 0.25
1 6 1 0.32 0.45 0.68 0.22
12 9 3 0.55 0.55 0.45 0.25
13 7 3 0.45 0.36 0.55 0.25
14 8 5 0.59 0.27 0.41 0.24
15 8 1 0.41 0.64 0.59 0.24
16 6 3 0.41 0.27 0.59 0.24
17 6 1 0.32 0.45 0.68 0.22

* 18 2 2 0.18 0.00 0.82 0.15
19 4 1 0.23 0.27 0.77 0.18
20 6 1 0.32 0.45 0.68 0.22

* 21 7 5 0.55 0.18 0.45 0.25
22 7 2 0.41 0.45 0.59 0.24

* 23 7 7 0.64 0.00 0.36 0.23
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ltem RU RL p d q=1-p Pg
24 9 2 0.50 0.64 0.50 0.25
25 9 0 0.41 0.82 0.59 0.24
26 10 3 0.59 0.64 0.41 0.24
27 6 1 0.32 0.45 0.68 0.22
dpq= 628

Note: * test items which are revised before using with the samples

Mean = 12.727

Variance = 40.779

Reliability of the test by using Kuder-Richardson formula 20 (K-R 20)

r

K [ 1-pg |
2

k-1 S

27 | 1-628 ]

27-1 40.779

104 1 1-015 ]

1.04 x 0.85

0.88






