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Chapter 1: Professional Vocabulary Building

1. Office Vocabulary

Vocabulary Thai Pronunciation | Meaning in English | Thai Translation
Jd ) U
Deadline 1aa-layl Final time limit NIHUALT
Meeting UN-Na A business discussion miﬂﬁzﬂgu
Schedule qna-9a Planned timetable 134901
. J a 4 . @
Appointment L-NVYN-LUUN Planned meeting NITUANTNY
ad . t§} A o
Workspace nin-aoy Working area WUNNNU
Colleague Aoa-an Coworker NOUTINATY
. ) v 9
Supervisor %-LW@%-%’J-L%@% Manager in charge TINUINIUY
a 4 . Y
Conference room |[0U-1W -5 1% FRY Meeting room noals cYN
a 4 a 4

Printer NIU-INDE Printing machine INTOINUN
Stationery AA-FU-11D-5 Office supplies nIeueNdINY

a a 4
Document ADA-AI-LUUN Written file RIGEP]

4 .
Report 5-W05N Business document 189U
Presentation W -1 FU-LN-FU Formal talk MIUNTUD

s . dl Yo
Task Nnan Piece of work Ui lasuueuvieg

ad
Workload 5n-11an Amount of work YT
. - .
Deadline 1A9- 121l 1ONF-MuU- |Extra time for ,
N1TVYIYLIATTINTU

extension

U

BU

submission




4 4 o 1
Overtime To-no3- Ini Extra working hours  |[P1TNINIUAINLIAT
Lo, ) Uszansmnms
Performance No3-wos-tuudg Work quality .
NNMNIU
Productivity Tns-an-nl-3-n Efficiency at work  [[Hamaalunsihau
ad J & [

Workflow n5n-1la7d Process of work YUADUNITNINIU

Conversation: Office Vocabulary

Emma: Good morning, Daniel. Do you have a moment to discuss the project schedule?

o 4

[~} T 2 J A a 4 a
((RFGVRE A UDI-U, LL@L‘I’:!EJ@. R Lle‘ﬂ/\l e Tn—mu‘n 1 AT-AT DT NID-LANN ALAA-

107?)
v A Y = = A
!!ﬂﬁ: AITAADULBULALUYD ﬂmW@M!ﬁﬂTﬂﬂLi@ﬁ@niNIﬂi\‘iﬂ?illﬁll
Daniel: Sure, Emma. I was actually reviewing the workload for our team this morning.

~ v Jd J 1 an A a ad J d A a
(LeLlea: ¥I9, UV, Ul’t] 109 LIDA-YIN-A T-77-09 1ADY L’Jiﬂ-h’mﬂ ‘1/\]’8')3 017 NY AF

Jd Aa
ll@ﬁ-u\i)
v S 1 A Y o w ~ 4 9 4
lﬂJaI llﬂlaﬂlﬂuln 34 9 U.a'3W3Jﬂ1a\11/|1_11/]']Hﬂ%ll']m\i']ueuﬂ\iﬂuﬁﬁlluﬂﬁfﬁlu

Emma: I noticed that the deadline for the client presentation is next Friday. Do you think

we can finish everything on time?

a J J J J a v A < 4
(Ulﬁl I‘H-‘ﬂ’d’ﬂ LN o Lﬂﬂ-hlﬁ‘l! I RERGRE Ulﬂﬁ-l,ﬂlﬁﬂ INTA-LBU-N-BU D LUNDY

=

W31e-98. 9 g 39d 3 uau Wu-Hy ovl-33-59 oou Ingi?)



Y A o J 9

v o ) 1 o o o a <
!!ﬂﬁi AUAAUNAINMUUATITTHIUNTUUAUDINAIADIUANTHU U AUAAINUINISLATD

nu'lny

Daniel: It might be difficult because the marketing department still hasn’t submitted the

final report.

a d A a a o JIdA J a A 4 a Jd a a J o
(®an lrIJJ‘V] U ﬂV\I-‘V‘I-ﬂ'ﬁ‘ﬂ U-ADH AL VIT-LNA-NN A-WITN-LUUN Na LLFT-LEUN Hl-

a a = 4
UA-Na B 11‘1/\'-1!?3 3-NOIN)
] 1 @ n Yo Y] 9

!!‘]J'ﬁ: UUDIITYIN LW?T&’PJTEJﬂWi@ﬁTﬂfJ\‘illiJllﬂﬁ\ﬁWfJ\ﬂuﬂU‘Uijﬂ‘Vﬂﬂ
Emma: I see. Should we ask for a deadline extension?

= = J J J I o o
(lo &. g2 3 0100 Wo3 o2 1Aa-lail OnF-MU-FU?)
UJJ'@: !slgljﬂmlélﬁ Lﬁ?ﬂ?ﬁﬂlﬂﬂlﬂ?ﬂﬁ?ﬂﬂﬂﬁﬁiﬂw
Daniel: I’d rather avoid that. The client expects high performance from our company.

J 4 Jd J I3 J d 4 4 J
(ll’tlﬂ T1-1597 9-108A LAN. (A llﬂﬂ-i@u“l/l ONY-INANT 118 mos-Nos-uuus Nyowu

Jd o =
1913 AN-N-U)
v ] 9
!!‘]Jiﬂ: N?J’E)fﬂﬂﬁﬁﬂmﬂﬁﬁﬂﬁuu Qﬂﬁﬁ?ﬂﬂW'N‘]J§$ﬁﬂﬁﬂTWgQﬁ]?ﬂUiEﬂﬂJ@ﬁﬁ?

Emma: Then maybe we should arrange an extra meeting this afternoon in the conference

room.

< A A 4 <3 4 Y A A a
(1Y Wy-u 1 PA -1 UI UDU BNF-ATT UN-TN A LL@W-L%@%-HH DU IADT ﬂ’t’]u-l,‘I/‘I’E]-



g = o A a v A 7]
wa: Suunimarstalsyaguauiet Tuie s

Daniel: Good idea. I'll contact our colleagues and update the schedule immediately.

=

a A a 1 A ' o o A
uila: ll’ﬂmﬂﬂ HUAZAANDINOUTINNIULAZ DU IARMT 19N UN
Emma: Great. By the way, the printer on the third floor is broken again.
4 a ad d a a
(NIN. VY 1ADE 138, 1ADT WIU-INDL DDU IADY LTIA Waes ad lusa-1Au 2L-1NU)

= A A A a s a A 9
!L‘]J’ﬁ: ANTN DALTOIUL ATOINVUNFUFTNLTYDNLAD

Daniel: Really? I’ll inform the supervisor and ask the IT department to fix it.

J

=\ = d a J J d a A A 4 a
(1580-a? ll’f)’s’l ’E]‘L!-‘I/\I’f)iil 1213} Gg-LW?)%-ll’J-L“H?JZ LDUA DIAN A '1?31/] A-N1IN-LUUN N

U

a d a
Wona an)
a Y o 9 Y a0 Y]
LL“]Jﬁ: INID NN%%LL%QW’JWHTL@%N@GIMI}»thUlE’JVIG]f@‘JJﬂJu
Emma: Thanks. We also need more stationery for the office.
J 4 Y d a a
(UFIAE. 7 9Da- 19 U ¥DT dA-FU-11e-3 Vo5 A oav-we)
9 4 o 9 o A g
!!‘]J'ﬂ: VDUAU 131MDINTTLATOIUVIUTIUNNUNNAIY
Daniel: No problem. I’ll place an order before lunch.

(A

a 4 4 4 4
(Tu wse-way. lod maa uoy 0o5-1A035 U-Nos5 a1w)

10

v
=

94 = J -4 4 = 4 J o a A
(‘i;]ﬂ lli’)-!,ﬂfl. bli’)ﬁ ADU-LUNAN 1817 ADA-ANT LBUA DN-IAN LADT TLAA-T0 9-U-1AYN-9)



A & A &L o
uila: Tifidym wuazde¥onsuiionasiu

2. Corporate Hierarchy and Job Titles

Vocabulary |Thai Pronunciation|Meaning in English | Thai Translation
o . . a
CEO %-9-10 Chief Executive Officer||1/5¢511413M15
4 v
Manager HUU-LU-19DT Team leader rﬁ’ ANII
: . . Y o
Director llﬂ-l,iﬂ-m’e)g Senior executive ARNIRIT I E)
. o 9
Supervisor G]é-!W@%-llﬁ-Lclfﬂg Team overseer NINUNIU
. a 4 Y
Assistant - PA-UNUN Support worker WYY
a ad . v =K =
Intern OU-INTU Trainee employee NANH NN
. < a a . . Y Aa
Executive 10N-1¥A-A2-Nl Senior professional WUINIS
. Jd a . 9
Coordinator || 1A-993-A-1U-1N0D Organizer Qﬂizmmm
Representative FN-NI-LyU-ng-nu Company spokesperson AN
[ Y -4 . ~
Consultant AU-FA-UNUN Expert advisor N5

Conversation: Corporate Hierarchy and Job Titles

Sophia: Have you met the new CEO yet?

< a <
(gl g 1iim 1aeg 17 &-0-1o 18N?)

utla: aarldwy CEO aulminsods
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Michael: Not yet, but I heard she has extensive experience in international business.

5] <3 @ ad <3 4 a <3 4 d A a Y
(HBN 1IN, UN hlE] LITe % Lae 1ONH-1NU-FN Lﬂﬂ%-tﬁﬂ-ﬁﬂu“]ﬂ DU DU-INDS-LUUB-FU-

LU UK-LUe)
o 1 FY) 1 <Y A 1
uila: duae uann laguiuselilszaumsaisugsneszrindszmennn

Sophia: Yes, and the board of directors selected her because of her strong leadership

skills.

4 J d A a 4 4
(U8, LDUA IADY UDIA 'EJ’ETV‘I "lﬂ-wﬂ-m’e)xﬁ 5-LAf-NA LgBT ﬁ-ﬂ@ﬁ 'E]E]‘V\I L RFEGCERN

= Jd a a J
A-1ADI-FYN aNAT)

1 A [ 3 Y o d' < 1
lﬁJﬁ: Gl‘lf Llﬁgﬂmgﬂiﬁuﬂ"ﬁm@ﬂL‘ﬁi’)lWi"Ig“V]ﬂHgﬂ’ﬂlllﬂuﬁ TNUULN TN

Michael: I currently report to the regional manager, but next month I’ll work directly with

the marketing director.

a 4

d A 4 a A Jd o 5] J o Jd ad
(Ul'ﬂ ND-ITUN-0 3-WOIN 1) 1R T-1U-LUD LUU-IU-1IDT, UN IUNY UUD ul@ﬁ 1339

<3 A a J I a
llﬂ-ﬁﬂ‘ln-a 95 AT V1T-INA-TN llﬂ-ljﬂ-!,ﬂﬂg)

Y
uila: aeuiinusisauaeddnn1iginin uamounimyIzMNUATINUASILIINS

U

AAGRETRE
Sophia: That sounds like a big opportunity for your career.
4

4 4 a a Jd o =4
(LN H1IUAN Dlaﬂ < UN @ﬂW-LW@S-K]-u-‘ﬁ ‘V\Iﬂﬁ 837 AL-1589)

wila: WulsaidluTomaluajdmsueinvesna
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Michael: I hope so. My supervisor said I’ve demonstrated excellent performance during

the last quarter.

(To Taw To. w1e g-1woz-1r-wez 1wa lTofl ian-lu-ams-fia Bng-wa-1aun mes-

4 da A J J
Wo5-UNUE AI-59 N0 Q18N RPRPENRE)
<] @ 1 g’; @ Y 1 ~ A
!!‘]J’ﬁ: NUNHTINDYINUU mwumammmmmwmmﬂamaaﬂu"lmmﬁmwmm
Sophia: Congratulations! Are you mentoring the new intern as well?
o 4 4 Jd A a a Aad

(ﬂ’f)u-l,l,ﬂiz‘lf-‘lj-!,ﬁ-%uﬁ! 913 g LVU-NDI-I IABT UI BU-INTU LIDH 1707?)

a ay F) o w v X = vy '
!!‘]J’ﬁ: gUANIY LLﬁ’Jﬂﬂ!ﬂ?ﬁ\iﬂlmuﬂﬁﬂBTNﬂQTUﬂuiﬁﬂJﬂ’Jﬂl%q'ﬁM
Michael: Yes. She’s very hardworking and eager to learn.

S J = 4 ad a = J ad
(Lye. Y& 13- 1TA-1ITA-AN LIOUA D-INDT 1 AT U)

' @ A A Y A A v
Uf]Jﬁ: GlG])' L‘ﬁf)ellﬂuuTﬂLLﬁ%ﬂﬁ%ﬁﬂﬁ@iu%ﬂ%ﬁElug



3. Departments and Functions

14

Thai
Vocabulary Thai Pronunciation |Meaning in English
Translation
- “ v A Employee management Aensweins
Human Resources  ||@3-L4 U T-4D T -5 e
department 1Ana
d a 4
IW-uuud @-w1Sn-  |Money management , R
Finance Department | Ahen1siau
UN division
. S I A Aa '
Marketing HIT-IDA-NN A-W1TN- ,
- s Promotion division Fhan1snaia
Department N
S Aa J a . e !
Sales Department (IS5 @ A-WITN-LUUN  ||Selling division Wheve
S A J A J ... ' =
IT Department lo-7 A-w1sn-iun Technology division the'lof
. Y] J Aa . .. 1 a Y
Customer Service ||AT-NE-IUDE 1¥DT-IA ||Client support division I?th‘Uﬁﬂ’liQﬂm
. A ) . . ' 2 aa
Operations DON-INDT-LT-BUT Daily business activities vhaﬂ;]mmﬁ
= a J . .. 1 o dy
Procurement Tns-Ae-1HuUN Purchasing division Whednde
o A s Transportation - s
Logistics la-2a-nd Tavaand
management
N ad d a 1 a o
Research and I-LHIY LIOUA A-12- dhedveiay
o A s Innovation department .
Development N-LUUN WU
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Conversation: Departments and Functions
Anna: Which department are you working in now?
a A 4 a ' 4 ad a a
A% A-WITN-LUUN B3 g L1IIn-NMI ou U1?)
cgl o LB
uia: aeuiigaihauegihe T
James: I recently transferred to the finance department.
a 4 ad Jd a 4 a J.
(1o 5-1Fun-a unsue-wsa 4 1woz Tvl-uuug a-wisn-iun)
A 9 1 a
utla: wawedne lldhomsiQu
Anna: Really? I thought you were in the marketing department.
= 2 a J < a A 4 a J.
(1380-a? llf) 9N g 110 91U A0S NIT-INA-TIN A-NITN-LUUN)
a v = ' LB
!,L‘]Jﬁ: TUNID ﬂuuﬂ’l']ﬂmﬂgﬂj'lﬂﬂ'ﬁﬁa'lﬂ
James: I was, but [ wanted to learn more about budgeting and financial analysis.

o a ad 4 Jd o a J a
(Ulﬁl 196, UN UI,E] U-NA N 1ATH UDT DS-1UIN VA-IIN-TN LDUA Dl‘l/\'-l,l,l!u-lﬂ)'ﬂ -

HUD-BE-Fa)
[ Y 1 = Sld' a J a ds@}
wala: gAY LANLBIINITIUIE L TEIUIAMIAATILHNNMNTRUNINUY

Anna: That makes sense. Our company encourages employees to work across different

departments.
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A J ad

J 4 J o a a <3 a
(LN LUAT LU 1D17 ﬂll-“l/\lg-ﬁ IOU-IND-3V-V LDN-NABY-UT 1) 1ITA DS-ATDH avl-

= Jd a J a 4
o-15UN A-NITIN-LUUNT)
A o @ Y o o 9
!!‘]J'ﬁ: ﬂﬁﬂﬁﬂlﬁﬂﬁhﬂﬁ ‘]Jiflsﬂ/]LiTﬁuUﬁuuﬁlﬁwuﬂ\ﬂuﬂNTHGUnJLLNHﬂ

James: Exactly. Last week, I worked with the procurement team and the logistics

department.

3 s A o = Al Ja = A Ja o a
(L@ﬂ-LL(’]fﬂVl-a. a1 N I, h],@ LITAN ID 1D IW?-LﬂU’J-LNU‘W NU LLDUA 1ADT Iﬁ-ﬁ]'ﬁ-

a J Aa I'4 a 4
nnda ﬂ-‘WﬁVI-LlJ“H“I/])

1 Y d o ] v A (%) dg 1 Aa a 4
!,!,‘ﬂﬁ: 6l"]f!,ﬁEJ ’ﬁl]ﬂ']‘l’fﬂﬂl!NiJVINWHS’JSJﬂ‘]JT]iJ"I]ﬂ%’E]L!ﬁ%PhEJTﬁ“l]’cW]ﬂﬁ'
Anna: How was the experience?

a d d A ~ 4
(8']') 10d ¢ L’E’Jﬂ"lf-LWEJ-LiEJ“L!“H?)
¢ 1

uila: Uszaumsaiilusealsihe

James: Very challenging but rewarding. I learned how operations and customer service

work together.

= a a v A 4 a Aad 4 Y] 4 J o
(13-3 LYA-AU-I UN 5-I05A-AN. Ul’f] RTUA 17 DNW-INDS-LT-YUTN LUDUA AT-NS-IUDS

J a ad < J
LEDT-IF LITA H-Lﬂ‘ﬁ-lfﬁﬂi)

) 13 9 1 PV V| A oA A Y o 1 %
mJa: MNIPUINLUAN NN Nuhlmiﬂugﬂmﬂﬂgmﬂmmazﬁﬁmigﬂﬂmwmmuﬂu

28149 19



4. Business Phrasal Verbs

Phrasal Verb|Thai Pronunciation|Meaning Thai Translation
Jd A Jd oA
Carry out LAT-3 18N Perform ANUUNT
J o . . 2
Follow up Woa-Tad ow Continue checking |AAAIUNA
Jd [ ] 1
Take over ma 1o-11973 Assume control CRR TR R
S o v 3
Set up %N N Establish AR
ad . a
Turn down |54 A1IY Reject Ugias
Y
Bring up UIION Mention HNIVINVUN
Look into @A BU-1) Investigate AR
Deal with ~ [@a 2% Handle 90N13
ad 4
Work out (1350 1911 Solve uf L
Jd a A 3’,
Phase out e 1919 Gradually discontinue||gntannazvu

Conversation: Business Phrasal Verbs

Rachel: Did you follow up with the client after yesterday’s meeting?

J o

a a J J a
(Aa g Woa-Tad on 35 1aoz Ina-toun uevl-mos wa-mez-wdd In-na?)

a 9 [ d' G v
!!ﬂﬂ: ﬂm@ﬂ@nlQﬂﬂWﬂﬁQﬂ1iﬂi$iﬁJLN@’NUﬁﬁ’E’]fN

Tom: Yes, I sent an email this morning and asked them to look into our proposal.

17
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a 4

4 a Jd a 4 4 ] a
(toe, llf) FUN LU %-ma AT WOT-UI LBDURA DITNA (AL 1 af aU-1] LD13 IW?-IW-L“])’ﬁ)

Q u

Yy o A A 9 Y A Y
mJa: LUa3nNIy wquamamm%mamaiwmmmwmﬁmwmﬁuamamw

Rachel: Great. The manager also wants us to carry out a market survey before launching

the product.

4 o [ 4 Jd s @ J 4
(LNIN. 1D LNU-IU-1IDT 900- 1Y JOUNT O 1 LA5-F 1011 B2 W5-1NA 1505-178 T-

4 d a v

Wo3 aoUF-T4 1N NID-ANN)

= 9o v 9 Y o A o 1 a v A Y
wila: AN Efl]ﬂﬂTifN@@\ifﬂﬁ11’7!,i1ﬂTL‘L!‘LlﬂTﬁfT"Ii’)i]ﬂﬁWﬂﬂ?Jul‘llﬂ@nﬁuﬂT
Tom: That’s a good idea. We should deal with customer concerns early.

J &Y = = a2 A v ad J Jd
(andg 9 ne Ul,’él-l,ﬂfl. YA A7 ID AT-NS-LNDS AU-LFTUHN 1993-9)

v I a Aa o Y o Y 1 A
uila: wwluanuaana 1311333ANTIVINIAUDIGNATLIALUU )

Rachel: By the way, the company plans to phase out the old software next year.
4 [ = 4 d a J o ] Jd A J
(V18 1992 18, 19T AN-NL-U LNaUd 1 e 1919 @ I’E]i;’lﬂ FOUN-4IF N WYT)
= 1 A o a 4 d = Y
L!.“]Jﬁ: RIIRIEN US‘]&IVI’JNLLW‘H"I]%ﬂﬂlﬁﬂ%i’)ﬂ@]“’]ilﬂflﬂﬂ‘ﬂu"l
Tom: Really? Then the IT department will probably set up a training program for
employees.
= =2 < a A A J a dAa a % a
(138a-0? AU A 11?)‘1/] A-NIIN-LUUN I8 NIDU-DS-UA LN DN B 1NTU-UN I‘Wﬁ-uﬂﬁll
J I3 J.
o35 1DU-NaDe-Da)

=) E;.yl 1 = ) QU o % %
uila: 950 QUI?J']EJUlEWl‘LAﬁ]g%ﬂIﬂiLLﬂﬁllf]‘Ui?Jﬁ']‘ﬁﬁJ‘WUﬂﬂu



5. Business Idioms

19

Idiom Thai Pronunciation |Meaning Thai Translation
. . a J s
Think outside |96 1011~ l6l 190 R
. Be creative AAUDNNIDU
the box Vo Ny
ad 4 . = 9
Learn the ropes [[f017U IADY Tswa Learn basics FYUINU
Back to square 2 .o o on (A '
LA 9 FUAIT U |Start again nav TuiFuAu vl
one
Get the ball 2 - PR
NN AT VDA Iiﬁ-ﬂ\i Start something ITUAUUUDIT
rolling
a v Y9I
In the loop U 1ADY Q‘]J Informed UIUDYA
On the same v .
DU IADT LHU LN In agreement Lﬂlﬂﬁ]@]ﬁ\?ﬂu
page
o ¢ ¢ Do v o
Cut corners AN ADI-IUDIT AAAUNULVUAUNTINA
cheaply/carelessly
4 @
Raise the bar 13 IR0 VT Improve standards ||gNIEAVUIATIIU
Touch base NY 1ua Make contact ana oNANY
. . P 1 9
Win-win o 5 amumsannnhe’ld
U IU BN-Y-10-¥U  [Mutual benefit .,
situation Usg Towl

Conversation: Business Idioms

Kevin: We need to think outside the box if we want to attract younger customers.
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a J d

= J < da 14 % J o
(}J Ue N 53R Lf]’]‘ﬂ-ul"]fﬂ oz Jong 0wl 2 Jeun 1N HBN-UNTAN BI-INDT AF-NS-

u

J
osw)
Y a Y = Y o 1
!!‘]Jﬁ: L31ADNARHINNTBUNIDYINANYAGNAIYTU
Linda: I agree. Traditional marketing strategies are no longer enough.
G| a U J < a 2 J J Jd a o
(Ulfﬂ 9E-N7. NI-AV-FU-LUA VIT-NA-NN TUNTN-NS-IT D13 I'Ll aON-INBDT ?J-‘L!‘V\I)
% < 9 J a (=1 = 1
!!‘]Jﬁ: RUINUAIY ﬂ'ﬁqwﬁﬂTﬂﬂQ"lﬂll‘U‘]J!ﬂiJlliJLWENW’EJE]ﬂ@]E]Ulﬂ
Kevin: Before we get the ball rolling, let’s make sure everyone is on the same page.
= Ja I a ] J v A v A
(‘]J-‘I/\Ii’)i 1NN KT VDA Iiﬁ-ﬂ\i, @ANe A ¥5 1owl-15-74 0d 0U 1D 1YY WD)
' A o a o Y ' ' 9 o
Uf]Jfﬂ: NOULTUAUUUNIT NWVIWi‘ViLLuGli]ﬂE)U’J"Inﬂﬂutﬂlﬂ%@iﬁﬂu
Linda: Good idea. I’'ll schedule a meeting tomorrow so all departments stay in the loop.
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Kevin: We should avoid cutting corners just to save money.
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Linda: Absolutely. Our goal is to raise the bar for customer experience.
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6. Collocations in Business English

Collocation Thai Pronunciation |Meaning Thai Translation
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Meet a deadline 1 oz 1aa- lavl Finish on time NNIUNUNYUA
Make a profit 1A 0% WID-WN Earn money im'ls
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Conversation: Meeting About a New Product Launch

David: Good morning, everyone. Thank you for joining this meeting. Today, I'd like to

discuss our plans to launch a product next quarter.
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Emma: That sounds exciting. Before we launch a product, we need to conduct research to

understand customer needs and market trends.
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Michael: I agree. We should conduct research carefully because accurate information will

help us make better decisions.
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Emma: Our marketing team has already started interviewing customers and analyzing

competitors. The goal is to increase sales by at least twenty percent next year.
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David: If we successfully increase sales, we will certainly make a profit and strengthen

our position in the market.
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Michael: Exactly. Every company wants to make a profit, but sustainable growth is

equally important.
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Emma: To achieve that goal, we need to build relationships with our customers and

business partners.
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David: I completely agree. Strong companies always build relationships based on trust

and long-term cooperation.
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Michael: Speaking of cooperation, we still need to reach an agreement with our overseas

distributor.
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David: Negotiations have been progressing well. I believe we'll reach an agreement by the

end of this month.
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Emma: Once the agreement is finalized, we should gather customer comments and

provide feedback to our product development team.
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Michael: That's a good idea. Constructive feedback helps employees improve their

performance.
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David: One challenge we may face is the tight project schedule. We must meet a deadline

for production by September.
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Emma: Absolutely. If we fail to meet a deadline, the product launch could be delayed.
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Michael: Our team has gained valuable experience from previous projects.
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David: Yes, every project helps us gain experience and become more efficient.
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Emma: Even experienced teams encounter challenges. The important thing is how

quickly we solve a problem when it occurs.
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Michael: Exactly. Whenever we solve a problem, we become stronger as an organization.
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David: So our priorities are clear: conduct research, build relationships, reach an
agreement, meet a deadline, launch a product, increase sales, and ultimately make a

profit.
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Michael: Excellent summary. Let's work together to make this project a success.
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7. Formal Business Expressions

Expression Thai Pronunciation Meaning Thai Translation

I would appreciate it | 10 39 0-W3-F-10N BN
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Please be informed s .
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Polite closing -

hearing from you 3o g NIAANDIINAD
Conversation

Emma: Good morning, David. I am writing to inquire about the status of the new

marketing campaign proposal. Have you received any updates from the client?
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David: Good morning, Emma. Yes, I received an email from the client yesterday. Please

find attached the latest version of their requirements document.
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Emma: Thank you. I'll review the document immediately. Is there anything important that
I should pay special attention to?
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David: Yes. Please be informed that the client would like to move the project deadline

forward by two weeks.
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Emma: That's quite a significant change. We'll need to discuss this with the project team

as soon as possible.
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Michael: Good morning, both of you. I've just reviewed the client's message.

Unfortunately, we regret to inform you that the original timeline is no longer realistic.
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Emma: I understand. Do we have any alternative solutions that we can propose?
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Michael: We may need additional staff and resources. I would appreciate it if both of you

could prepare a revised project plan by tomorrow afternoon.



