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Topics and main ideas of business materials; reading techniques and reading practice in business related

contexts; business documents, advertisements, electronics letters, meeting agenda, minutes, memorandum; business

expressions
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1 Course outline introduction, orientation, 3
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2-3

Reading Emails
—-Managing your inbox
-Dealing with group emails

-Dealing with long emails

6

Understanding organizations
-Scanning over business cards

—-Reading company organization chart

Managing schedules and budgets
- Project management

- Budget control

6-7

Reading agendas and minutes
-objectives of the meeting
- meeting preparation

- meeting terms

Reading Memorandum and notice
- Understanding memo structure

- Reading comprehension

Midterm-exam

1.5

10-11

Reading CVs and covering letters
- Understanding CVs and covering letters
- Scanning through CVs and covering letters
- Recruiting

Studying job descriptions

- Vocabulary

- Person specification

WH [
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—Responsibility
— Result and outcomes

- Appraisal form

12 Analysing business reports 3
- What is business report?
- Report sections
- Terms

Reviewing annual reports
- What is annual report?
- Report contents and structures
- Reading graphs and charts

-  Terms

13 Browsing advertisements 3
-Vocabulary
-Sentence structure

-Understanding facts and opinions

14 Product and service brochures Reading contracts, 3

agreements and business documents

- Sections

- Terms and structures

- Features

- Recruiting products and services for your

company

15 Reading business news 3
- Understanding news structure

- Interpreting business news

16 Analysing the money or personal finance sections 3

- Scanning over headlines
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Contextual clues
Subheading
Word prediction

17 Final Exam 1.5

. LNRATTUSEIARNANT5I5. ‘H%

( s2yAEnssdunaniaBousiadagosuaaziadannia1ng usuiuanin1snsza18A NS URR B LIBT3

(Curriculum Mapping) awTirinvualusreasBansesangns aUa szl uazansaueean1sUszd)

HaN13ITeu3 13Uy adefiussifiy | dudiuvasmsuszfiv
1.1 madin@en nnsfidaudanhuiuden NNAUAA 10%
FIHTNGRANTTHUATNTFNIUAT
AR
2.3.1,2.3.2 AaULaY 5,13 10%
ABUNANAA 9 30%
apvlatunIa 17 30%
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6. ATTILATLBNFITUAN

1) Krudthong, S., English business reading (\@N&1953U5IH)

2) Osborn, A., Collins English for business reading (2012)

0. lanEsuasdiayadAty

®) Business Reading Essentials, Sumalee Poopatragul (2015)

o) Business Reports in English, Jeremy Comfort (1999)
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@) Business Objectives, Vicky Hollett (1991)
) Market Leader, David Cotton (2000)
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