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2. \ilowuazidaimvasmswaunaugs ffedl
2.1 Email Writing for International Communication msifsudaiiiensieansssning
Usone TnefisneasiBondiil
1) Structure of the Email lassasn9vasdiua
- Subject Line %8
- Opening or Salutation Mstusiu dwsufiuaudemdeduvaeay
- Body Lﬁ’a‘w’l wiadu Paragraph 1 Paragraph 2 e Paragraph 3 mnfinusdu
_ Closing MsUaving Wwidvieusslen uazasie
2) Formal/Informal Email 8ian1ans/liilunienns
3) Email for Different Purposes BluadmiuinguszasAnunndnaiu
- Enquiries/Asking for information/Help @@uaiu/deuniuveya/yonnutiemae
_ Refer to the previous communication #13fsnsdeansrounin
- Replies to Request ABUNFUAIYD
- Make Arrangements/Appointments A13HANLNe

- Attached file nswuulula
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4) Email Etiquette 1nsgvlunisdsdiaa WnsangdSuindanduuineunseld Juduuas
awhelfmnyan msdeuhidouaniiomlinssdu aswsuiu wagldlarnu
2.2 Writing for academic presentation in conference/meeting madeudiiediaue
ynddmnstumsduauy/dssga ietanssuemsmilesswrineusane YanUszasivdnvowideionddsd
1) Define what a presentation is and its various components f1RuAIIULLEUDDE LS
UAZAIUUTENDUAN 9 VBN UULEUD
2) Identify the location and setting of the presentation and planning a presentation
appropriately wqamuﬁ ANWAZNTULAUD LazNNUNTUEUDDg 1 LNZ A
3) Prepare and organize a presentation script 4aLA3guaATUANTLELD
4) Practice is important before doing your presentation mmﬁﬁﬁigsuaﬂmiﬂmluﬁau
iaus
5) Summarize the importance and methods for obtaining presentation feedback
ayUlamnuddgguavmssuafsunisiaue
Structure of a talk/ presentation Iﬂiﬂﬂ%”]wa\‘iﬂ’]iwjﬂ/ﬁ%ﬁua Usznausie
- Introduction = First Impression {unsSuguliussriula wadaluns3eu Introduction
Wiouni Ae wealla “ABCD” 1oy
ABCD —> concise/clear/direct nszdu/tnLan/nselunsan
A = Attention fegaaduauls viligilsaula
B = Benefits namisUsloniifiagldsy afils fwn uasuselovdmiu
C = Creditability miﬁﬂﬁlﬁ@mmmL%ﬁ@iué’hﬁwjm ’i’]ﬁﬂuﬂwﬁﬁuﬁumﬁ
wanzaniiazyanefetuided wu Ussaunisal arwd ieranuilldsunseeuiu
D = Direction (Outline of the talk) n1suenfiemslunisnary/diaue
_ Body wiadlalunsiden Body wiailem fe wedla “PEEP” e
P = Point Msthiauaiiien iedsuiiumdn
E = Explanation n1585u"e
E = Example N138n#70819
P = Point (recap) miﬂ?ﬂﬂiglﬁuaﬂﬂ%ﬁﬂ
- Conclusion vnagUlumsyadanuddglidosniuniFuduniounii Wussigils

szmalailasnniduiieme W3 wmmmma%émé”; Tnefiwaila laun

1) UsgniAnsau vinld 2 35 Ae lagrne wasausieniy (nMswasud3eua)
2) asuuszLiu

3) yilngiaandn Wy Asvilngitaiaee L%@%%uiﬁéﬁﬂﬁﬂu%ﬂﬁéwu91{;13@1%1’3’

N5ONU-ABUAINNN kaznsinlvEladldusiuinnian
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2.3 Note-taking and mind-map for business meeting and writing N153ATU7INLAY

wHussnUAniedANTUTEY Lneildieganall

PREPARATION

Checklist - Organization

Date & time:
Length of time for talk:
Questions at end? If yes, length of time for questions:

Place /Room:
Room set-up:

’éa=q‘_

Equipment needed:

Is it available? | |  Does it work? ||
Audience
Number of people 1-5 6-15 16-30 over 30
How much do they know about the topic?  nothing a bit a lot
How well do | know them? not at all a little quite well
How formal? very formal formal informal
Nationality/Culture? same as me international
Handouts no ||
yes/before talk | atend of talk | | later (intranet/email)
Checklist — Contents

Topic: Purpose of talk: (What do | want to do?)
Three main points Inform the audience

1 || Train the audience

2 || Sell something to the audience

3 || Persuade the audience to do something

Importance to audience:

What do | want audience to know by the end of talk:

Preparing visuals
How many visuals will | have?
Do they say (or show) what | want to say?

Are they clear and simple to understand? []
Will the audience be able to read them (font size and colours)? | |
Do they have effective headlines? \
Is there as little text as possible? \
Have | remembered the rule of six? 1
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Introduction

Welcome audience.

TiP

Remember how to
make effective
openings: start with

a rhetorical question,
a story or an amazing
-------------------- s e fact, or give the
audience a problem to
think about.

Describe the structure of your talk (the main points and when you will be
dealing with them).

Say when you will answer questions.

Say whether there are handouts.

/AReNT 5




Main part

Briefly state your topic and objective(s) again.

Then introduce your three (or two or ?) main points and give details.

REMEMBER TO:

* signal the beginning
of each part.

e talk about your topic.

* signal the end of

Main point 1:

each part.

* highlight the main
points.

® summarize the main
ideas.

Main point 2: BULLET CHARTS?

* Refer to points in the

same order.

® Use the same key
peill words and phrases
as on your bullet
charts.

Main point 3: GRAPHS, TABLES,
PIE CHARTS, ETC?

e Start by telling your
audience what the
visual illustrates.

® Explain it if

= necessary.

* Highlight the key
points.

* Say why these points
are important (and
Signal the end of the main part. explain the cause or

effect).
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Conclusion

Signal the end of your talk.

Summarize the key points.

Highlight one important point.

Explain the significance.

Make your final statement.

Invite questions.

Dealing with questions

What questions can | expect?

| How can | answer them?

}
t
|

TIP

Remember how to
make effective
conclusions: end with
a question or a quote
from a famous person,
finish a story you
started at the
beginning of your talk
or call the audience to
action.

TiP

Remember, when
answering questions
during or after your
talk:

e Listen carefully and
make sure you have
understood the
question correctly.

* Reformulate the
question if
necessary.

e |f you want to post-
pone the question,
say why politely.

e |f you don’t know the
answer, say so and
offer to find out.

® Answer irrelevant
questions politely
but briefly.

e Check that the
questioner is
satisfied with your
answer.
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EVALUATION

Checklist - Feedback

Organization TP

Was my presentation the nght length? Use this checklist after
toolong | | tooshort | | justright | | a practice talk or an
Was there time for questions at the end (if relevant)? actual talk to evaluate

toolong | | tooshort | | justright your own performance!

Communication

How was my body language?

good bad | | Why?

How well did | deal with nervousness?
well [ ] notwell | | Why?

Did the audience understand me?

yes, all the time | | yes, most of the time | | yes, some of the time | | no [ |
Did | have trouble expressing myself in English?

yes, all the time || yes, most of the time | | yes, some of the time | | no

What were some words or phrases | needed but didn’t know?

Look them up!

Parts of the presentation
Introduction Did | tell the audience the purpose of my talk? yes | | no [ |

Did | explain the structure of my talk? yes || no [ |

Did | tell the audience why the talk was relevant to them?  yes | no [ |

* How can | improve the introduction? = I
Main part  Did | state my main points clearly? yes [ | no []

Did | use effective signposting? yes no | |

Did | emphasize key points? yes | | no | |

Did | summarize key points after each section? yes | | no | |

Did | present my visuals well? yes | | no | |

* How can | improve the main part? N —.
Conclusion  Did | summarize the key points? yes [ ] no | |

Did | tell the audience what to do (call to action)? yes | | no [ ]

Did | leave a lasting impression? yes | | no [ |

* How can | improve the conclusion?
Questions  How well did | deal with questions? verywell | | well | | fairlywell | | badly | |

e Why?
* What questions were asked that | didn’t anticipate?

* How can | improve the way | deal with questions?

/A50ut 8




2.4 Speech writing/Proposal writing Msieufnanvizesusase Tneilaswadnesai
1) Occasion

2) Audiences (2-3 major groups)

3) Delivery Time (5, 10, 15 minutes)

4) Important stakeholders to express appreciation

5) Major topic/title of the speech

6) Speaker’s Main Objectives

7) Speaker’s Key Messages (Key’s main ideas/specific key points)

8) Important data/statistics to support main ideas

9) How to keep audiences’ interest

10) Introduction sentences

11) Conclusion sentences

2.5 Proof reading and self-editing tools Juedesdiomsnsrvaeubiensaluazudly

=& A a ey
N1 TaNUINIShUUDaUlal tawA

1) https://www.erammarly.com/

2) https://writeandimprove.com/free

2.6 Lifelong learning resources and practices uvia3eushazn1sUfua laun

1) https://learnenglish.britishcouncil.org/general-english

2) https://\learnenglishkids.britishcouncil.org/es
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5. fywuazauassaiimaintanintuainnisiinaag wasinuedilésuluuiuldly
nsUfUReU

madeudia Anan wazmsiiausldunensngy feddvinulayszezaAsudIwIn
Tumsdfiuns windesnsi Ul lunsufifnuiineides msdnassnanliiisme wagueumie
yransfifianufuaginue mwsanguiidunsiufudiofinyszvsnmussny

6. ATdBsnIMsaTiuayuIIngTIRuly WeduaSulianansatanuiuazines
gFuluuldlunisufdReulndugmina Tdud

ynfinsufiRauiifeadestunadeudua Anan wasmninausiduniwdingy

AsiiuAaININTANS AwaNnse rinveuazUssaunisaliuNwdnguAeudisgs [Wuiivinm
o P
Jasgunialsansu
(WMFIBUNT BUINTA)

A TuNIRRIIAINS

Uit 7 Suney 2565





